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Goals  for  a  Post-War  Democracy 

E.  T.  McSWAIN 

A«80ciat«  Proiesaor  oi  Education.  Northwestern  University 


Daily  the  newspaper  and  the  radio 
bring  reports  of  the  heroic  endeavors  of 
the  armed  forces  on  the  many  battle- 
fronts.  These  men  and  women  are  giving 
their  all  in  order  that  the  ideas  and  values 
inherent  in  the  democratic  way  of  life 
may  be  preserved  for  free  people.  Let 
every  American  citizen  on  the  home 
front  remember  that  the  men  and  women 
of  the  armed  forces  are  voluntary  or 
selected  representatives  of  American  cit¬ 
izens.  The  armed  forces  are  setting  an 
example  of  loyalty  to  democracy  that 
should  challenge  the  reflective  thinking 
of  citizens  about  their  ideas  for  the  post- 
w’ar  campaign. 

Today  military  victory  for  the  United 
allies  appears  on  the  horizon.  The  un¬ 
conditional  surrender  of  the  enemy  seems 
now  to  be  a  matter  of  months.  However, 
unless  every  American  citizen  remains 
on  guard,  the  rejoicing  over  military 
victory  will  divert  attention  from  the  job 
yet  unfinished.  Military  victory  will  not 
give  a  nation  democracy.  Through  mili¬ 
tary  victory  the  citizens  will  be  assured 
the  opportunity  to  apply  in  daily  living 
the  ideas  and  values  we  now  fight  to 
defend.  Victorious  force  does  not  build 
democracy.  It  can  be  earned  only  through 
the  daily  living  of  each  and  all  members 
of  the  home  front.  Only  as  each  citizen 
first  discovers  and  accepts  the  demo¬ 
cratic  faith  within  him.self,  can  he  then 
share  wnth  other  persons  in  contributing 
constructively  to  the  onward  living  of 
free  people  searching  for  freedom,  jus¬ 
tice,  and  liberty  for  all. 

Recent  history  gives  evidence  how  a 
militarj-  victory  by  democratic  nations 
can  be  lost  in  post-war  citizenship  by 
j)eople  who  fail  to  accept  and  to  exercise 
the  duties  involved  in  military  victory. 
The  decades  1920-39  reveal  what  can 
happen  to  nations  who  refuse  to  use  the 
opportunity  provided  in  victory  to  work 
for  the  mutually  interdependent  welfare 
of  all  people.  Americans  are  challenged 
by  history  and  by  contemporary  oppor¬ 


tunity  to  demonstrate  their  conviction  and 
their  willingness  to  share  with  mutually 
interdependent  nations  to  win  this  time 
the  post-war  campaign.  With  unlimited 
resources  the  only  need  is  the  driving 
motivation  of  democratic  values  and  ideas. 

The  accomplishments  of  American  citi¬ 
zens  since  Pearl  Harbor  give  proof  as  to 
what  can  be  done  when  people  are  moti¬ 
vated  in  action  by  common  purpose  and 
a  sense  of  constructive  unity.  Within 
two  years  the  home  front  has  produced 
record-breaking  quantities  and  ({uality  of 
materials  needed  to  insure  successful 
pursuit  in  our  war  endeavors.  Is  war  the 
only  means  to  secure  a  sense  of  mutual 
concern  and  mutual  interdependence 
among  a  people  who  profess  to  accept 
democracy  as  the  ideal  way  for  social 
interaction?  The  post-war  period  offers 
a  different  challenge  and  goals  centered 
on  releasing  creative  production  for  hu¬ 
man  good. 

What  shall  be  the  record  of  our  efforts 
and  achievements  in  the  immediate  post¬ 
war  years  ?  The  answer  will  be  reflected 
in  the  accepted  values  and  ideals  applied 
in  citizenship  duties  during  these  years. 
The  opportunity  will  be  given  to  achieve 
a  level  of  social,  economic,  and  political 
freedom  not  yet  experienced  by  a  few 
people.  To  postpone  planning  for  post¬ 
war  endeavors  may  produce  severe  con¬ 
sequences.  Tomorrow  is  not  separate, 
or  isolated,  from  today  and  our  yester¬ 
days.  The  framework  of  tomorrow  is 
being  forged  in  today’s  civilian  workshop. 
Tomorrow  is  the  continuation  of  today’s 
thinking  and  acting.  The  real  test  of 
today’s  citizenship  is  mirrored  in  to¬ 
morrow’s  citizenship.  Reflective  planning 
to  meet  the  needs  and  opportunity  of 
tomorrow  is  essential  for  intelligent  cit¬ 
izenship.  Each  citizen,  therefore,  helps 
to  create  the  public  mind  that  determines 
the  purposes  and  outcomes  in  America’s 
post-war  endeavors. 

One  crucial  problem  to  test  the  accepted 
(ConthiueJ  on  Page  22) 
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BETTY  ZIMMERMANN 


You  cannot  choose  your  battlefield, 
The  gods  do  that  for  you ; 

But  you  can  plant  a  standard 
Where  a  standard  never  flew. 

— Nathalia  Crane 


As  a  nation  we  have  learned  to  do  without  many  comforts  and  necessities  which 
a  short  time  ago  we  enjoyed  without  much  appreciation.  We  all  realize  that  work 
is  important,  but  that  relaxation,  whether  mental  or  physical,  gives  us  a  keener  zest 
and  interest  in  our  duties.  For  most  of  us  our  leisure  this  summer  has  been  spent 
in  our  own  back  yards,  and  we  return  to  our  desks  with  golden  tans,  extra  pounds, 
and  a  renewed  devotion  to  the  cause  of  education. 

The  War  Manpower  Commission  has  wisely  seen  fit  to  declare  education  a  vital 
industry,  and  we  patriotically  keep  to  our  posts  and  take  part  in  the  battle  for  victory. 
The  shifting  to  better-paying  positions  and  the  needs  of  the  armed  forces  have  re¬ 
moved  a  considerable  number  of  our  colleagues.  Those  of  us  who  have  remained 
have  met  the  many  extra  demands  arising  from  the  present  emergency  with  a  deter¬ 
mination  to  do  our  best  and  a  willingness  to  carry  on  on  our  own  battle  front. 

At  the  executive  committee  meeting  in  Chicago  in  July,  plans  were  formulated 
for  the  coming  year.  It  is  sincerely  hoped  that  they  will  meet  the  approval  of  all 
members.  The  officers  feel  very  strongly  that  members  must  take  an  active  part  in 
the  Association’s  affairs.  It  is  realized  that  under  the  stress  of  war  conditions,  there 
are  many  claims  upon  the  time  of  the  members.  Nevertheless,  the  National  Associa¬ 
tion  of  School  Secretaries,  if  it  is  to  function  in  accordance  with  its  stated  purpose, 
must  grow  stronger  year  by  year.  As  a  member,  it  is  your  duty  to  bring  to  the  atten¬ 
tion  of  the  leaders  of  our  Association  the  ideas  and  ideals  of  all  school  secretaries. 

One  of  our  problems  on  the  home  front  now  is  to  make  our  educational  systems 
conscious  of  the  important  part  the  school  secretary  plays  in  the  everyday  work  of 
the  school  system.  By  being  organized  and  through  organization  we  can  attain  a 
recognition  that  would  be  impossible  otherwise.  It  is  only  through  united  effort  that 
we  grow  in  prestige  and  service.  We  must  always  be  ready  to  give  of  our  talents 
willingly  and  gladly,  not  for  praise  or  reward,  but  to  form  the  habit  of  gracious 
service. 

This  spring  the  National  Association  of  School  Secretaries  will  complete  its 
tenth  year.  It  was  organized  with  very  definite  intentions,  and,  with  signals  of  dis¬ 
tress  everywhere  in  evidence,  it  is  the  responsibility  of  every  member  to  help  further 
the  cause  of  the  Association  by  enthusiastic  loyalty  to  the  group.  A  number  of  the 
organizers  are  still  amongst  our  members.  Are  they  satisfied  with  the  progress  made  ? 
Have  their  hopes  and  plans  unfolded  satisfactorily?  We  are  thankful  for  their  fore¬ 
sight  and  ideals;  each  of  us  must  pledge  herself  anew  to  carry  on  and  bring  to  a 
successful  completion  those  objectives  for  which  we  were  organized.  This  is  the  time 
for  unity  in  our  ranks.  If  we  hold  together  through  these  trying  times,  we  prove  to 
the  world  that  the  job  of  school  secretary  is  truly  a  profession — and  one  of  which  to 
be  proud. 


The  Secretary  is  also  a  Housekeeper 

RACHEL  MAYNARD 

Pr«sident.  School  Adminiatratiy*  Aasiatanta  of  Ariiona 


Tucson. 

Have  you  looked  around  your  school 
office  lately  with  the  eyes  of  a  stranger 
to  see  what  you  can  do  to  make  it  more  at¬ 
tractive  ? 

Although  your  school  building  may  be 
old  and  the  desks  and  chairs  do  not  match 
(having  been  acquired  through  many 
budgets),  there  are  things  that  you,  the 
School  Secretary,  can  do  to  make  the 
“front  office”  more  pleasant. 

There  is  a  certain  appeal  in  neatness 
of  arrangement.  If  your  waiting  room  is 
small  and  has  to  include  a  motley  array  of 
tables  and  chairs  and  filing  cabinets  and 
the  mimeograph,  have  you  (the  eternal 
feminine)  experimented  with  various  fur¬ 
niture  arrangements  to  find  the  most 
pleasing  as  well  as  the  most  practical? 
In  our  “Outer  Sanctum,”  which  is  very 
small,  one  table  must  carry  the  calculator, 
one  the  mimeograph,  and  one  table  must 
be  free  for  students  to  write  on.  There 
must  be  chairs  for  office  visitors,  a  filing 
cabinet,  the  mail  boxes,  and  two  book¬ 
cases.  By  grouping  chairs  to  tables  and 
using  each  table  as  the  focal  point  for  its 
particular  activity  (table,  chair,  calcu¬ 
lator,  electric  outlet,  light),  the  room 
looks  less  cluttered,  and  by  keeping  the 
chairs  against  the  walls  or  pushed  under 
their  tables,  we  have  achieved  the  feel¬ 
ing  of  a  larger,  neater  room.  Sometimes 
merely  marching  the  chairs  into  a  straight 
line  against  the  wall  will  clear  the  room. 

Having  arranged  the  furniture  to  the 
best  advantage  you  often  find  that  groups 
using  the  room  leave  things  helter- 
skelter.  From  time  to  time  you  have  to 
straighten  up  the  room,  pushing  the 
chairs  back  or  moving  equipment.  Some¬ 
times  you  can  influence  other  workers 
in  the  office  to  cooperate  in  orderliness, 
but  often  you  have  to  rearrange  the 
chairs  yourself,  quickly  and  quietly,  on 
one  of  your  hurried  trips  through  the 
room.  You  would  do  it  in  your  own  home; 
you  can  do  it  in  your  office. 

Nothing  gives  a  waiting  room  a  more 
untidy  appearance  than  a  jumbled  pile  of 


Arizona 

magazines  or  books  on  the  reading  table. 
If  you  can,  keep  these  in  neat  piles.  Close 
filing  drawers  and  leave  no  books  or 
papers  on  top  of  the  cabinet.  Pull  the 
window  shades  to  the  same  level  around 
the  room.  Try  to  find  the  best  place  for 
small  pieces  of  equipment — the  paper 
punch,  the  paper  cutter,  etc.  Cover  the 
extra  typewriter  and  the  mimeograph 
when  not  in  use.  One  or  two  crumpled 
pieces  of  paper  on  the  table  or  on  the 
floor  around  the  wastebasket  make  the 
room  disorderly.  It  is  your  job  as  the 
secretary-housekeeper  to  look  around  sev¬ 
eral  times  during  the  day  and  do  what¬ 
ever  straightening  is  necessary.  This 
extra  consideration  is  not  janitorial;  it  is 
only  a  part  of  that  complete  secretarial 
service  that  you  give. 

Often  found  in  the  front  office  is  the 
bulletin  board.  What  a  fluttering  jumble 
of  notices  it  can  become!  If  one  person, 
presumably  the  secretary,  has  charge  of 
putting  up  the  announcements,  she  can 
use  some  plan  of  arrangement  instead  of 
thumb-tacking  them  into  the  first  blank 
space.  Consider  the  board  as  an  adver¬ 
tising  display;  the  most  important  notices 
may  be  mounted  on  colored  construction 
paper  for  emphasis  or  given  a  prominent 
position.  Interesting  typing  arrangements 
have  eye-catching  value.  Inactive  an¬ 
nouncements  should  be  removed  promptly 
and  thumb  tacks  placed  neatly  in  one 
comer  of  the  board. 

Who  dusts  and  arranges  the  trophy 
case?  Well,  the  janitor  is  supposed  to, 
but  he  doesn’t  do  a  housewifely  job.  Vis¬ 
itors  to  the  school  are  attracted  to  the 
trophy  case,  and  it  is  a  matter  of  pride 
to  have  the  cups  shining  and  arranged 
to  show  off  to  best  advantage.  Small, 
typed  cards  giving  the  event  and  the 
date  add  interest.  You  will  have  a  spare 
moment  sometime  during  the  year  or 
before  school  opens  to  do  this  or  to  see 
that  it  is  done. 

Some  of  the  newer  school  offices  have 
(Continued  on  Page  27) 
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We  met  in  Chicago — twelve  of  us,  charged  with  the  responsibility  of  carrying  on 
the  business  of  the  association  at  a  time  when  all  large  meetings  had  been  cancelled. 
We  had  given  the  matter  of  meeting  serious  consideration — had  wondered  whether 
any  of  us  should  travel  during  these  war  times — had  doubted  whether  such  a  meeting 
could  do  enough  good  to  warrant  the  expenditure  of  funds  from  the  sjnall  treasury. 
Apparently,  however,  each  one  of  us  had  a  problem  that  needed  more  heads  than  one 
to  solve,  for  we  voted  to  meet.  We  all  left  Chicago  feeling  richer  for  our  having  met 
and  optimistic  about  the  results. 

The  meeting  was  different  from  the  usual  convention.  We  missed  the  excitement 
of  many  greetings  and  many  meetings,  the  thrill  of  knowing  many  girls  from  many 
parts  of  the  country,  the  inspiration  of  interesting  speakers.  But  the  thing  happened 
that  each  of  us  has  often  wished  could  be  possible  at  conventions.  For  once  we  were 
able  to  sit  down  together  and  discuss  association  affairs  without  feeling  the  pressure 
of  other  appointments  and  the  frustration  of  much  unfinished  business. 

Your  executive  board  tried  to  “sound  a  note,”  to  “adopt  a  slogan,”  to  take  some 
steps  that  would  be  the  “forerunners  of  a  successful  year.”  No  matter  where  our 
discussions  led  us,  however,  we  always  hit  the  same  old  snag:  decreasing  membership. 
We  could  not  miss  it!  Since  the  membership  in  the  association  had  tumbled  to  an 
all-time  low  last  year  (at  least  it  was  much  lower  than  it  has  ever  been  since  it  has 
been  higher  than  it  used  to  be)  it  became  obvious  to  the  executive  board  members 
that  our  main  objective  this  year  should  be  to  increase  the  membership  in  the  associa¬ 
tion. 

Everyone  of  us  who  has  been  a  secretary  during  the  past  year  knows  the  apparent 
cause  of  the  decrease.  The  green  pastures  of  the  defense  industries  and  the  glamor  of 
the  uniform  have  tempted  many  from  the  desks  and  files  of  the  school  offices.  But 
few  of  these  desks  are  empty.  Miraculously  enough,  a  person  has  usually  been  found 
to  fill  the  vacant  place.  Therefore,  we  have  approximately  the  same  potential  mem¬ 
bership  as  we  had  before  the  war  came.  Why  has  membership  decreased?  Have  we 
grown  lazy,  let  ourselves  slip  into  a  mode  of  thinking  that  blames  anything  and  every¬ 
thing  on  to  the  war?  We  can’t  be  like  that! 

The  families  of  our  fighting  men  have  not  slumped  into  despondency  because  the 
men  have  been  taken  away.  Our  country  has  not  given  up  because  its  manpower  has 
been  drawn  into  the  unproductive  business  of  war  and  because  it  has  had  to  work 
harder  to  survive.  We  ourselves,  individually,  in  our  own  work  have  not  slacked 
because  the  turn-over  and  the  vacancies  have  made  our  jobs  harder.  Therefore,  let 
us,  as  association  members,  turn  to  and  hold  that  line,  in  spite  of  the  fact  that  many 
of  our  number  have  left  us  to  do  their  direct  part  in  the  grim  business  of  war.  Let 
each  member  feel  an  added  responsibility  to  carry  on  and  forward,  to  make  the 
association  live  and  prosper  through  these  strenuous  times.  Shoulder  the  responsi¬ 
bility!  Inform  that  new  girl  at  the  next  desk  or  in  the  other  school  of  the  aims  and 
purposes  of  the  association  and  sell  her  a  pride  in  her  profession  and  a  membership 
in  our  organization. 
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National  Association  of  School  Secretaries 

Cash  receipts  and  disbursements 
Year  ending  July  31,  1943 

Balance  September  1,  1942 
Receipts : 

Dues  .  ■  .  $1,146.00 

National  Secretary  1,898.00 

Miscellaneous  80.00 


$3,928.67 


$  238.98 


179.95 


31.42 

422.72 

1,735.04 

89.13 

-  2,697.24 


BALANCE,  JULY  31,  1943  . $1,231.43 

— Edna  Atkinson,  Treasurer. 


ASSIGNMENTS— 1943-44 

EXECUTIVE  COMMITTEE 

Edna  AtkinKon,  Treasurer. 

Alberta  Cordier,  Executive  Committee,  Chairman  of  Professional  Study  Committee. 

Anne  Critchiow,  Vice  President,  Editor  of  National  Secretary. 

Catherine  Daly,  Executive  Committee,  Assistant  to  Chairman  of  Advisory  Council,  Chairman  of  Delegate 
Allotment  Convention  Money. 

Eleanor  Dearden,  Vice  President,  Chairman  of  Advisory  Council  and  Affiliation,  Member  of  Constitution 
Revision  Committee. 

Mildred  Earner,  Recording  Secretary,  Sectional  Membership  Chairman,  Member  of  Constitution  Revision 
Committee. 

Grace  Holt,  Executive  Committee,  Sectional  Membership  Chairman,  Chairman  of  Committee  to  Study 
Retirement  Systems. 

Constance  King.  Executive  Committee,  Assistant  Editor  of  National  Secretary. 

Belle  Kuehny,  Vice  President,  Director  of  Membership. 

Sara  Milner,  Corresponding  Secretary,  Sectional  Membership  Chairman. 

OTHERS 

Helen  Bingham,  Chairman  of  Committee  on  Revision  of  Constitution. 

Virginia  Halsey,  Chairman  of  Elections  Committee. 

Margaret  V.  Keman,  Advertising  Manager  of  The  National  Secretary. 

Irene  Perkins,  Chairman  of  Publicity  Committee. 

Alice  Teegarden,  Historian,  Sectional  Membership  Chairman. 

SecUonal  Membership  Chairmen— Mildred  Earner,  Emma  Hansen,  Grace  Holt,  Dora  Lord,  Helene  Maulick, 
Katherine  Mitchell,  Dorothy  Nieman,  Sara  Milner,  Alice  Teegarden. 


Expenses: 

Postage: 

President 

Secretary 

Membership 

Other 

Stationery,  Telephone,  Telegraph,  etc. 

President  . 

Secretary  . 

Membership  . 

Other 


10.31 

71.52 

129.30 

27.85 


$  6.60 
37.37 
104.02 
31.96 


Traveling: 

President 

Other 

Conventions 
National  Secretary 
Miscellaneous 


.$  31.42 


3,124.00 
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Officers  £uid  Executive  Committee  Members — 1943-44 


ViaaiNIA  A.  HALSEY 
Honorarr  Pratidant 
Montclair,  Naw  larsay 


BELLE  XUEHNY 
Vica-Praaidant 
Lob  AngaloB.  Caliiomia 


BETTY  ZIMMESMANN 
Piaaidant 

MUwaukaa.  Wisconsin 


ANNE  I.  CBITCHLOW 
Vica-ProsidonI 
Salt  Laka  City.  Utah 


MOOBED  FABNEB 
Bacording  Sacratary 
Findlay.  Ohio 


ELEANOB  M.  OEABDEN 
Vica-Prasidant 
Spiingiiald.  Maasachusatts 


ALBEBTA  COBDIEB 
ExacutiTa  Mambar 
Danaar,  Colorado 


EDNA  ATKINSON 
Traaaurar 
Oak  Park,  Illinois 


SABA  MILNEB 
CorrsspondiM  Sacrslary 


L 

'i  j  "o  J 

1 

CATHEBINE  DALY  QBACE  B.  HOLT  GBACE  CONSTANCE  KING 

ExacutiTa  Mambar  Exacutiya  Mambar  ExacutiTa  Mambar 

Datroit,  Michigan  Phoanix,  Arisona  Bichmond,  Virginia 
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IIP 

Chicago  Interlude 

July  3,  4,  1943 

MILDRED  EARNER 
Findlay.  Ohio 


As  mentioned  in  the  May  issue  of  our 
magazine,  it  was  impossible  to  hold  our 
annual  meeting  this  year  due  to  the  war 
and  transportation  facilities.  Knowing 
that  there  were  many  problems  to  be 
solved  and  that  the  work  of  our  organiza¬ 
tion  must  be  planned  for  another  year, 
the  President  of  the  National  Association 
of  School  Secretaries,  Miss  Betty  Zim- 
mermann,  called  a  meeting  of  the  officers 
and  Executive  Committee  members. 

This  meeting  was  held  in  Chicago  July 
3  and  4.  Those  present  were:  Betty  Zim- 
mermann.  President;  Eleanor  Dearden, 
Vice-President;  Anne  Critchlow,  Vice- 
President;  Belle  Kuehny,  Vice-President; 
Edna  Atkinson,  Treasurer;  Sara  Milner, 
Corresponding  Secretary;  Mildred  Ear¬ 
ner,  Recording  Secretatry;  Alberta  Cor- 
dier,  Katherine  Mitchell,  and  Catherine 
Daly,  all  Executive  Committee  members. 
We  regret  that  it  was  impossible  for 
Virginia  Halsey,  Honorary  President; 
Grace  Holt  and  Constance  King,  Execu¬ 
tive  Committee  members  to  be  with  us 
for  this  meeting,  which  was  held  at  the 
Palmer  House. 

A  number  of  the  girls  arrived  on  Fri¬ 
day  night  but  we  had  a  little  difficulty 
in  locating  each  other.  Finally  about 
11:00  p.  m.  we  were  all  rounded  up  in 
Belle  Kuehny’s  room  where  we  jabbered 
away  an  hour  or  two.  Penally,  in  fear 
that  the  management  might  call  to  our 
attention  that  there  were  others  in  the 
hotel  who  might  like  to  sleep,  we  re¬ 
luctantly  returned  to  our  own  rooms 
after  deciding  that  we  would  all  meet  in 
the  lobby  at  the  early  hour  of  7:00  a.  m. 
so  that  we  could  attend  the  broadcast  of 
The  Breakfast  Club. 

The  NBC  studios  are  located  on  the 
19th  floor  of  the  Merchandise  Mart,  and 
when  we  arrived  there  we  found  that 
there  were  many  more  people  who  had 
the  same  idea  as  our  group.  Due  to  the 
fact  that  we  had  to  fill  out  visitor  cards, 
the  Master  of  Ceremonies  soon  found 


out  that  there  was  present  in  his  audience 
that  morning  a  group  of  school  secretar¬ 
ies.  If  any  of  you  did  not  hear  the  broad¬ 
cast  on  the  morning  of  July  3,  just  ask 
Belle  Kuehny  the  next  time  you  write 
to  her,  or  see  her,  how  she  enjoyed  “go¬ 
ing  on  the  air.” 

By  the  time  we  were  ready  to  start 
our  first  session  in  the  afternoon,  all  of 
the  other  girls  had  arrived.  After  the 
reading  of  the  minutes  of  the  last  meet¬ 
ing  which  was  held  in  Denver,  Colorado, 
the  President  announced  the  results  of 
the  election  for  officers. 

Vice-President  (in  charge  of 
affiliation)  Eleanor  Dearden 

Vice-President  (in  charge  of 

membership)  Belle  Kuehny 

Recording  Secretary  Mildred  Famer 

Executive  Committee  Members 

Grace  B.  Holt  and  Catherine  Daly 
Edna  Atkinson  gave  the  report  of  the 
Treasurer  as  of  July  1,  1943. 

Our  next  item  of  business  was  a  dis¬ 
cussion  of  the  membership  organization. 

The  plan  for  membership  as  set  up  by  the 
group  will  be  found  elsewhere  in  this 
issue. 

Anne  Critchlow  presented  the  bid  for 
the  printing  of  the  National  Secretary 
which  was  given  by  the  Arrow  Press  of 
Salt  Lake  City.  The  bid  calls  for  2500 
copies,  48  pages  and  cover,  per  issue  at  a 
cost  of  $387.80,  I  b 

It  was  brought  to  the  attention  of  the  I  t 
group  by  Betty  Zimmermann,  the  Presi-  I  s 
dent,  that  Margaret  V.  Keman,  who  is  in  |  f 
charge  of  the  advertising  for  the  maga¬ 
zine  was  asking  for  an  increase  in  com¬ 
mission  for  such  advertising  due  to  the 
difficulty  involved  in  securing  such  ad¬ 
vertising.  An  advertising  contract  and 
letter  were  drawn  up  by  the  group  and 
sent  to  her. 

Affiliation  and  the  work  of  the  Ad¬ 
visory  Council  was  reported  by  Eleanor 
Dearden.  Further  information  concern¬ 
ing  affiliation  will  be  found  on  page  20. 
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DINNER  AT  OLD  HEIDELBURG 

Left  to  RiKht:  Anne  Critchlow,  Alice  TecKanlen.  Betty  Zimmermann,  Mildred  Earner.  Sara  Milner. 
Belle  Kuehny.  Helen  BinKham.  ^na  Atkinson,  Eleanor  Dearden,  Katherine  Mitchell,  Alberta  Cordier, 
Catherine  Daly,  Mary  Getran,  PeK  GrieHsel. 


At  this  point,  the  meeting  was  ad¬ 
journed  until  the  next  morning.  We  all 
felt  very  much  in  need  of  a  relaxation 
after  such  a  strenuous  afternoon  of  bus¬ 
iness,  so  we  went  to  the  restaurant  “Old 
Heidelberg”  for  dinner.  It  is  one  of  the 
nice  places  that  has  “atmosphere.”  The 
entertainers  were  exceptionally  good  and 
we  kept  them  busy  singing  our  favorite 
numbers.  During  the  evening  we  had 
our  pictures  taken  and  each  one  of  us 
bought  a  print  to  remind  us  always  of 
the  good  time  we  had  and  the  fine  friend¬ 
ships  we  enjoy  together  in  our  national 
family. 

At  our  meeting  on  Sunday  the  progress 
and  plans  for  the  professional  study,  a 
preliminary  copy  of  which  all  members 
have  received,  was  reported  by  Alberta 
Cordier  of  Denver.  Plans  were  made 
for  the  completion  and  printing  of  the 
study  this  year. 

It  was  suggested  that  the  Association 
should  have  a  historian  who  would  have 
charge  of  the  scrapbook  and  written  his¬ 


tory  of  the  organization.  Mrs.  Alice  Tee- 
garden  of  Dayton,  Ohio,  and  a  former 
officer  of  the  association  was  appointed 
to  this  position.  We  had  the  pleasure  of 
having  Alice  with  us  in  Chicago  as  she 
had  come  there  to  meet  Belle  Kuehny 
(they  are  old  buddies)  for  a  gab  fest, 
and  to  catch  up  on  all  the  things  they 
don’t  have  time  to  write.  Don’t  we  all 
do  that  when  we  get  together  ? 

Since  this  meeting  of  the  officers  and 
executive  committee  was  to  take  the 
place  of  the  annual  meeting,  it  was  voted 
by  the  group  that  each  Executive  Com¬ 
mittee  member  and  officer  be  allowed 
the  basic  round  trip  car  fare  good  in 
pullman  cars. 

The  matters  of  membership  and  ad¬ 
vertising  were  further  discussed  and 
plans  completed  on  Sunday.  Feeling  that 
much  had  been  accomplished  during  the 
two  day  period,  the  meeting  officially 
adjourned  at  4:30  in  the  afternoon. 

As  we  had  worked  straight  through 
(Continued  on  Page  35)- 


MEMBERSHIP 

BELLE  KUEHNY 
Director  of  Membership 
Los  Angeles,  Caliiomis 


The  Executive 
Board  of  the  National 
Association  of  School 
Secretaries  in  session 
in  Chicago,  this  sum¬ 
mer,  decided  that  our 
main  objective  this 
coming  year  would  be 
Membership.  We 
believe  that  every 
member  will  sub¬ 
scribe  whole-heartedly 
to  the  worthiness  of  this  objective. 


Belle  Kuehny 


The  turnover  in  the  clerical  force  has 
been  tremendous,  thus  making  it  difficult 
to  maintain  our  high  percentage  of  mem¬ 
bers.  This  difficulty  presents  a  challenge 
to  each  one  of  us.  We  must  not  let  our 
organization  suffer  by  this  turnover. 
This  can  only  be  accomplished  by  the 
united  effort  of  all  present  members. 


Our  plan  calls  for  a  working  together 
with  this  objective  ever  in  view,  and  the 
determination  to  double  our  membership; 
to  increase  the  enthusiasm  of  old  mem¬ 
bers,  and  to  interest  the  new  clerical 
people  in  the  workings  of  the  National 
Association  of  School  Secretaries. 


To  accomplish  these  plans  we  must 

1.  See  that  our  own  membership  is  re¬ 
newed  at  once. 

2.  Solicit  members  from  the  new  clerical 
people  in  our  own  office  or  school. 

3.  Endeavor  to  make  our  office  or  school 
100%  National. 

We  cannot  overlook  the  fact  that  to¬ 
day  the  world  is  in  a  state  of  chaos,  and 
it  presents  a  challenge  to  all  school  secre¬ 


taries  to  meet  this  condition  with  un¬ 
bounded  courage  and  faith.  Each  year 
our  job  calls  for  more  responsibility  and 
with  this  increased  responsibility  the  op¬ 
portunity  for  real  service  broadens.  This 
increa.sed  service  calls  for  unity  of  pur¬ 
pose  and  methods. 

The  aim  of  the  National  Association  of 
School  Secretaries  is  to  inspire  its  mem¬ 
bers  with  a  desire  to  grow  in  service.  By 
working  together  with  a  unity  of  purpose 
we  can  achieve  results  more  satisfactorily 
and  more  rapidly  than  by  working  singly. 

The  local  and  national  associations  cre¬ 
ate  an  opportunity  for  closer  personal 
relationships  which  many  times  develop 
into  lasting  friendships.  Where  could 
we  find  a  more  striking  opportunity  or 
illustration  of  the  effectiveness  of  fellow¬ 
ship  than  that  which  is  afforded  by  our 
secretarial  association?  Here  we  are 
school  secretaries  from  the  four  comers 
of  the  United  States  drawn  together  by 
a  common  purpose,  the  desire  to  pro¬ 
mote  friendliness  with  our  fellow  workers 
over  the  Nation,  even  though  in  many 
cases  we  only  have  an  acquaintance  via 
“Uncle  Sam.”  Hereafter,  let  us  think 
of  each  other  in  terms  of  real  personali¬ 
ties,  no,  even  better,  in  terms  of  personal 
friends — friends  with  common  hopes,  all 
united  in  a  Nationwide  effort  to  render 
better  service  to  our  schools  and  our 
communities. 

As  each  of  you  read  my  message,  may 
you  be  inspired  to  do  all  in  your  power 
to  better  YOUR  association  and  increase 
its  membership.  It  is  through  the  pres¬ 
ent  members  that  the  future  growth  must 
be  carried  on. 


The  iS^ational  aAssociation  of  School  Secretaries 
needs  your  support 
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Dear  Secretaries: 

There  isn’t  as  much 
news  as  I  should  like 
to  share  with  you  be¬ 
cause  some  of  you  for¬ 
got  to  share  your  “do¬ 
ings”  with  me.  How¬ 
ever,  knowing  that  the 
opening  of  the  fall 
term  with  reports, 
lists,  teachers’  records 
and  pupils’  schedules 

Connie  King  P 

busy  for  a  month  or 

six  weeks.  I’m  making  allowances.  Don’t 
let  it  happen  again  this  year,  will  you, 
because  your  friends  in  NASS  are  inter¬ 
ested  in  you  and  want  to  know  “what’s 
cooking”  5- 

Linteriing  In  would  like  to  welcome 
all  the  new  officers  of  various  state  and 
local  associations.  You  have  a  big  re¬ 
sponsibility  but  it  will  pay  you  satisfying 
dividends.  Our  new  NASS  officers  are 
looking  forward  to  their  duties  this  year 
with  pleasure.  We  hope  it  will  balance 
the  sacrifices  of  time  and  energy  in  serv¬ 
ing  the  larger  National  group.  Let  them 
share  your  problems  so  that  they  may 
truly  represent  you  in  matters  of  Na¬ 
tional  policy. 

I  wish  each  of  you  might  have  an  op¬ 
portunity  to  read  the  interesting  bulletins, 
newsletters,  and  personal  letters  that 
come  to  Listening  In.  To  those  girls 
who  have  written  to  give  us  the  news  of 
their  associations,  may  I  again  express 
our  appreciation — yours  and  mine!  And 
to  those  secretaries  who  haven’t  so  far — 
but  will  soon — may  I  say  that  we  are 
eagerly  waiting  to  share  their  news  with 
all  our  secretaries. 

Sincerely, 

Connie  King. 


Marie  Hamel  wrote  from  Pittsburg  in 
June  that  she  was  planning  to  attend 
summer  school  at  Texas  Wesleyan.  Did 
you  do  it,  Marie?  Did  you  meet  any 
Texas  school  secretaries?  You  say  “some 
of  the  secretaries  in  Pittsburg  were  quite 
fortunate  in  receiving  scholarships  this 
year.”  Were  they  competitive  scholar¬ 
ships?  Were  they  especially  for  school 
secretarial  work? 

This  grand  group  of  girls  raised  $130 
by  voluntary  contributions  for  the 
new  U.  S.  O.  canteen  in  Pittsburg  and 
then  drew  lots  to  see  who  would  serve 
on  a  day  sponsored  by  their  association. 

Eleanor  Dearden,  of  Springfield,  Mas¬ 
sachusetts,  has  decided  to  pool  the  credits 
from  the  various  night  and  extension 
classes  she  has  been  taking  and  apply 
them  toward  a  degree.  She  is  taking 
social  psychology  and  Spanish  this  winter. 
She  also  does  civilian  defense  work  and 
has  passed  her  examination  for  a  radio 
operator’s  license.  Wouldn’t  she  be  a  good 
person  to  have  around  in  case  of  an 
emergency?  Incidentally,  she  has  writ¬ 
ten  an  article  for  a  professional  school 
journal  describing  the  renovations  in  the 
physical  equipment  of  the  Springfield  Ad¬ 
ministration  building.  (See  page  31.) 

The  fall  meeting  of  the  Massachusetts 
Association  was  scheduled  for  Boston  on 
October  9.  The  new  state  commissioner 
of  education  was  the  speaker.  He  was 
assistant  superintendent  of  schools  in 
Springfield  earlier  in  his  career. 

The  May  29  meeting  of  the  Arizona 
chapter  of  NASS  was  a  luncheon  with 
J.  Howard  Pyle,  program  director  of 
KTAR  as  speaker.  Mary  Louise  Rhoton 
and  Margaret  Renaud  helped  plan  the 
meeting.  Leola  Davis  and  Mary  Black¬ 
burn  had  charge.  At  their  last  meeting 

(Continued  on  Page  2S) 
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ADVISORY  COUNCIL 


ELEANOR  DEARDEN 
Springfield,  Massachusetts 


Every  large  na- 
tional  organization 
whether  it  be  polit- 
fl  ical,  fraternal,  or 

*  ^  professional  finds 

it  necessary  to  de- 
t  velop  some  type  of 

^  sectional  represen¬ 

tation  in  order  to 
Eleanor  Dearden  aid  in  the  establish¬ 

ment  of  national  policies.  Too,  it  enables 
a  maximum  number  of  members  to  have 
an  active  part  in  the  functioning  of  the 
organization. 

In  many  instances  the  national  organi¬ 
zations  are  outgrowths  of  the  local  and 
state  groups  and  the  representatives  of 
these  groups  hold  the  voting  power  for 
the  national  organization.  The  Repre¬ 
sentative  A.ssembly  of  the  National  Edu¬ 
cation  Association  has  this  type  of  or¬ 
ganization.  Each  local  and  state  group 
affiliated  with  it  sends  representatives 
to  the  Representative  Assembly  in  pro¬ 
portion  to  its  National  membership.  And 
it  is  this  group  which  holds  the  voting 
power  for  electing  officers  and  voting 
the  policies  of  the  N.E.A. 

In  our  association,  how’ever,  the  situ¬ 
ation  is  somewhat  different  in  that  our 
National  Association  of  School  Secretar¬ 
ies  was  organized  first  and  many  of  our 
local  and  state  groups  have  developed 
as  an  outgrowth  of  its.  A  definite  need 
for  close  correlation  with  the  local  and 
state  groups  was  (luite  apparent,  how¬ 
ever,  and  so  the  Plan  for  Affiliation  was 
set  up.  Various  plans  in  existence  were 
carefully  studied  in  order  that  the  plan 
devised  would  be  mutually  advantageous. 


In  our  organization  the  representatives 
from  the  affiliated  groups  act  only  in 
an  advisory  capacity.  They  do  not  hold 
the  voting  power  which  rests  with  the 
members  of  the  association. 

While  the  Advisory  Council  has  been 
organized  but  a  short  time,  it  has  made 
definite  contributions  to  the  progress 
of  the  National  Association.  One  im¬ 
portant  function  of  the  Advisory  Coun¬ 
cil  is  committee  participation,  as  one 
member  on  each  committee  of  the  Na¬ 
tional  Association  is  selected  from  among 
the  members  of  the  Advisory  Council.  In 
this  way  girls  who  will  make  able  leaders 
for  the  National  Association  come  to  the 
attention  of  the  national  group.  It  is 
interesting  to  note  that  at  the  present 
time  five  of  the  officers  and  members 
of  the  executive  committee  of  the  Na¬ 
tional  Association  first  served  on  the 
Advisory  Council  as  representatives  from 
their  local  or  state  groups.  Five  addi¬ 
tional  members  of  the  executive  commit¬ 
tee  are  members  of  affiliated  associa¬ 
tions. 

The  Advisory  Council  is  taking  an 
active  interest  in  the  professional  study 
project  of  the  National  Association.  By 
vote  of  the  executive  committee  of  the 
National  Association  the  money  derived 
from  affiliation  fees  has  been  allocated 
to  a  fund  to  cover  the  expenses  of  this 
project. 

As  the  number  of  affilated  associations 
increase,  the  influence  of  the  Advisory 
Council  and  its  contribution  to  the  prog¬ 
ress  of  the  National  Association  will 
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Pennsylvaiiia’s  Plan  for  Certification  of  School  Secretaries 

KATHERINE  E.  MITCHELL 
Pittsburgh.  Pennsylvsnis 


For  some  time  a  committee  of  school 
secretaries  in  the  State  of  Pennsylvania 
has  been  working  toward  certification  for 
school  secretaries.  The  idea  was  fostered 
by  Doctor  Henry  Klonower,  Director, 
Teacher  Education  and  Certification,  De¬ 
partment  of  Public  Instruction  in  speeches 
which  he  made  to  school  secretaries,  both 
in  Pittsburgh  and  Philadelphia.  During 
Schoolmen’s  Week,  held  in  Philadelphia, 
March,  1941,  Doctor  Klonower  made  the 
following  statements: 

“The  public  school  secretary  is  an  im¬ 
portant  factor  in  the  successful  adminis¬ 
tration  of  public  school  problems.  A 
secretary  without  adequate  preparation 
and  efficient  experience  can  destroy  all 
the  good  that  has  been  accomplished 
through  the  painstaking  effort  of  those 
with  whom  she  is  associated.  Increasing 
attention  is  now  focused  on  the  duties  of 
a  secretary,  where  such  duties  begin  and 
where  they  end,  if  end  they  do. 

“As  the  duties  of  such  employees  be¬ 
come  still  more  accurately  defined,  pro- 
g:rams  of  study  must  be  developed  to 
provide  the  necessary  preparation  for 
those  who  desire  to  enter  this  field  of 
public  service.  Distinct  trends  are  ob¬ 
servable  which  indicate  that  serious  at¬ 
tention  is  now  being  focused  on  the  prob¬ 
lem  of  providing  such  programs  as  can 
best  make  available  an  adequate  supply 
of  acceptable  public  school  secretaries. 
This  is  a  recent  development.  Although 
there  are  few  such  programs  in  the 
United  States  at  the  present  time,  the 
question  of  State  certification  is  consis¬ 
tently  raised  by  those  engaged  in  the 
work. 

“Wherever  groups  decide  on  desirable 
standards,  what  courses  should  consti¬ 
tute  a  satisfactory  curriculum,  which 
experiences  should  be  Included  in  the 
total  background,  then  it  follows  that 
adequate  protection  should  be  given  to 
such  programs  in  terms  of  State  certifi¬ 
cation  and  that  such  certificates  should 
be  issued  only  to  those  who  have  met 
the  desired  standards. 


“It  is  necessary  that  sufficient  time 
be  allowed  to  demonstrate  the  effective¬ 
ness  of  programs  to  ascertain  whether 
they  are  producing  desirable  results.  But 
any  program  of  study  developed  for  the 
education  of  public  school  secretaries 
must  include  three  specific  areas: 

1.  General  education 

2.  Technical  education 

3.  Laboratory  experience 

“At  this  point  the  problem  of  certifica¬ 
tion  of  public  school  secretaries  deserves 
consideration.  A  certificate  is  the  symbol 
of  preparation  and  is  based  on  credentials 
issued  by  institutions  of  higher  learning 
offering  approved  preparation  in  any  of 
the  several  fields  for  which  such  certifi¬ 
cates  have  been  authorized  by  the  State 
Council  of  Education.  The  important  fact 
to  bear  in  mind  is  that  the  certificate  is 
the  symbol  and  that  it  is  based  on  demon¬ 
strated  competence  certified  to  by  re¬ 
sponsible  authorities  of  such  institutions 
as  have  been  designated  to  offer  the  pro¬ 
gram. 

“But  the  accomplishment  of  this  end 
must  follow  four  lines:  (a)  the  develop¬ 
ment  of  specific  objectives,  duties,  and 
responsibilities  of  the  public  school  sec¬ 
retary;  (b)  the  development  through  co¬ 
operative  effort  of  adequate  content  ma¬ 
terial  of  the  courses  designed  to  achieve 
the  objectives;  (c)  the  development  of  a 
complete  pattern  including  general  edu¬ 
cation,  technical  education,  and  laboratory 
experience;  (d)  a  demonstration  of  com¬ 
petence  and  its  recognition  by  the  award¬ 
ing  of  an  appropriate  degree.”' 

Much  help  and  encouragement  have 
also  been  given  by  Doctor  Francis  B. 
Haas,  Superintendent  of  Public  Instruc¬ 
tion,  who  reported  the  following  in  his 
Biennial  Report  to  the  Governor  of  Penn¬ 
sylvania  on  Teacher  Education  and  Cer¬ 
tification: 

“Four  conferences  were  held  with  mem- 
(ConlinueJ  on  Page  }2) 

i“Education  and  Certification  of  Public  School  Sec¬ 
retaries."  Twenty-eighth  Annual  Schoolmen’s 
Week  Proceedings.  Roads  to  the  Future,  pp.  74- 
77,  Philadelphia,  Pa.  (March,  1941). 
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Goals  for  a  Post-War  Democracy 

(Continued  from  Page  10) 
motives  of  American  citizens  in  the  post¬ 
war  period  is  the  opportunity  for  free 
people  to  be  jrainfully  employed.  Freedom 
from  want  is  the  foundation  of  a  free 
people.  The  decade  1930-39  gfives  strik- 
injr  evidence  of  our  inability  to  deal  ade¬ 
quately  with  this  problem.  Each  year 
during:  this  period  there  were  approxi¬ 
mately  6-8  million  persons  unemployed. 
The  war  has  solved  temporarily  this 
problem.  The  record  for  unemployment 
during:  1942  and  the  first  half  of  1943 
reached  a  new  high  in  our  history.  What 
has  been  done  througrh  war  motivation 
can  be  maintained  in  the  post-war  peace 
if  the  ideas  of  the  people  possess  suffi¬ 
cient  motivating:  power.  The  dang:er  in¬ 
volved  in  waiting:  until  military  victory 
has  been  won  to  prepare  to  maintain  gain¬ 
ful  employment  for  the  people  is  too 
great.  Intelligent  citizenship  requires 
purposeful  planning  now.  Tomorrow  will 
reveal  the  <|uality  of  today’s  thinking  and 
acting. 

Mere  employment  does  not  guarantee 
protection  against  fear  of  want.  An  ade¬ 
quate  purchasing  power  is  essential  to 
post-war  victory.  In  1935  the  national 
income  in  the  United  States  was  approx¬ 
imately  48  billion  dollars.  Yet  in  1942 
the  national  income  increased  to  approx¬ 
imately  125  billion  dollars.  War  demands 
effected  a  shift  in  ideas  from  restricted 
production  to  unlimited  production.  It 
is  true  that  at  present  the  productive 
capacity  of  industry  is  for  war  materials. 
However,  in  two  years  the  American 
people  have  demonstrated  the  nation’s 
ability  to  produce  and  the  ability  to  in¬ 
crease  purchasing  power.  Social  and 
political  democracy  have  little  value  to 
people  unless  accompanied  by  eco¬ 
nomic  democracy.  Democratic  citizenship 
in  the  post-war  years  must  insure  maxi¬ 
mum  production  for  consumer  use  and 
payment  of  wages  ade()uate  to  provide 
a  humane  standard  of  living  for  all.  When 
the  values  and  ideas  practiced  by  each 
citizen  are  sufficiently  powerful  to  move 
human  action  toward  the  achievement  of 
this  goal,  the  initiative  and  creativeness 
of  free  people  will  discover  the  means. 
Employment,  adeciuate  purchasing  power, 


needed  health  services,  and  e<iuitable  edu¬ 
cation  for  all  citizens  will  enhance  post¬ 
war  democracy. 

Another  goal  for  post-war  action  is  to 
provide  adequate  health  and  medical  care 
for  every  child,  youth  and  adult.  The 
number  of  draftees  rejected  because  of 
poor  physical  health  shows  the  inadequacy 
of  public  health  services.  The  cost  of  ill¬ 
ness  and  poor  physical  fitness  of  many 
persons  is  not  limited  to  the  present 
g:eneration.  Our  children  and  youth— 
America’s  citizens  of  tomorrow — cannot 
escape  the  social  and  economic  conse¬ 
quences  of  today’s  inadequate  health  fa¬ 
cilities.  The  health  of  a  person  is  no 
longer  a  personal  matter.  'The  increasing 
interdependence  of  citizens  makes  health 
a  national  concern.  The  mental,  social, 
and  physical  strength  of  a  citizen  consti¬ 
tutes  America’s  most  valuable  resources. 

The  driving  power  of  an  accepted  idea 
regarding  the  importance  of  adequate 
health  facilities  will  encourage  the  people 
to  unite  in  the  effort  to  gain  another 
victory  for  free  citizens — children,  youth, 
and  adults. 

Post-war  democracy  will  be  a  product 
of  the  heart  and  the  mind.  An  educated 
or  informed  citizenry  thus  becomes  the 
arsenal  of  defense  in  peace  time  en-  | ,  t 
deavors.  We  must  educate  for  moral 
strength  as  well  as  mental  ability.  The 
quality  of  social  attitudes  and  social  feel¬ 
ings  are  as  essential  to  democratic  cit¬ 
izenship  as  the  possession  of  information. 
America  must  awaken  to  the  consequences 
emerging  from  an  inadequate  educational 
program.  Regrettable  is  the  fact  that 
some  400,000  draftees  were  rejected  be¬ 
cause  of  insufficient  education. 

Data  are  available  to  show  the  inequal¬ 
ities  in  our  present  system  of  public  edu¬ 
cation.  These  inequalities  cannot  be  cor¬ 
rected  without  some  form  of  federal  sup¬ 
port  for  public  education.  If  America  is 
to  be  successful  in  winning  the  peace  for 
democracy,  we  can  no  longer  afford  not 
to  support  equitable  educational  oppor¬ 
tunities  for  every  child  and  youth.  The 
driving  purpose  in  education  must  be  to 
help  develop  strength  of  mind  and  char¬ 
acter  on  the  part  of  all  persons  engaged 
in  democratic  living  and  democratic  gov¬ 
ernment. 
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The  willingrness  to  implement  another 
idea  will  test  our  faith  in  democracy  and 
our  desire  to  meet  our  indebtedness  to 
the  young  men  now  responding  to  the 
nation’s  call  for  armed  duty.  Today 
American  youth  of  the  ages  18,  19,  and 
20  are  being  drafted  to  fight  for  their 
country,  for  the  present  and  future  safety 
of  the  citizens.  Shall  the  people  of  Amer¬ 
ica  offer  youth  of  these  ages  the  oppor¬ 
tunity  to  engage  in  the  political  cam¬ 
paign  for  democratic  victory  in  the  post¬ 
war  period  ?  It  seems  only  reasonable  and 
just  that  the  right  to  vote  be  granted  to 
American  youth  at  the  age  of  eighteen. 
The  idea  accepted  by  adults  regarding 
this  expressed  obligation  to  American 
youth  of  ages  18,  19,  20  will  reflect  true 
interpretation  of  our  faith  in  youth’s 
ability  to  engage  in  peace  time  citizen¬ 
ship  with  courage,  intelligence,  and  suc¬ 
cess  as  is  now  expressed  toward  their 
ability  to  serve  in  the  military  program. 
Granting  the  opportunity  to  vote  to  the 
18,  19,  and  20  year  old  youth  will  give 
to  them  a  feeling  of  civic  usefulness  as 
participants  in  the  post-war  program. 

In  conclusion,  it  is  important  to  re¬ 
member  that  values  and  ideas  are  not 
a  part  of  a  person’s  native  endowment. 
Each  individual  discovers,  accepts  and 
revises  his  values  and  ideas  as  he  en¬ 
gages  in  personal  development  through 
social  participation.  Ideas  emerge  eind 
are  conditioned  by  the  quality  of  -read¬ 
ing,  conversation,  and  social  contacts 
experienced.  To  win  the  battles  of  citi¬ 
zenship  in  the  postwar  period,  each  citi¬ 
zen  is  obligated  to  keep  informed  regard¬ 
ing  social,  economic,  and  political  prob¬ 
lems,  conditions,  and  trends.  No  matter 
what  occupation  a  person  pursues,  his 
first  duty  to  his  country  is  to  accept  the 
obligation  to  serve  as  an  informed,  think¬ 
ing  citizen.  The  future  of  America  will 
emerge  from  the  values,  ideas,  and  atti¬ 


tudes  held  to  be  important  by  each  con¬ 
temporary  citizen. 

School  secretaries  have  the  opportunity 
to  render  effective  leadership  in  sharing 
with  teachers  to  appraise  their  ideas  and 
attitudes  about  post-war  problems  and 
needs.  In  a  democratic  school  system, 
secretaries  are  accepted  as  members  of 
the  faculty.  Recognition  is  given  to  the 
fact  that  the  difference  between  secre¬ 
taries  and  teachers  is  one  of  professional 
function  rather  than  rank.  We  are  now 
beginning  to  adequately  interpret  the 
valuable  services  given  by  school  secre¬ 
taries  to  the  cooperative  activities  of  the 
school  progn’am. 

I  congratulate  the  school  secretaries  on 
the  purposes  and  program  of  their  asso¬ 
ciation.  The  opportunity  for  members  of 
the  association  to  study,  to  think,  and  to 
plan  for  their  contribution  to  the  post¬ 
war  victory  is  most  challenging.  The 
ideas  and  values  accepted  and  practiced 
by  each  secretary  and  by  the  National 
Assocaition  for  School  Secretaries  will 
play  a  significant  i)art  in  our  home  front 
obligation  to  win  the  post-war  years  for 
free  people  and  for  democracy. 


“However  much,  therefore,  we  may 
sometimes  yearn  for  surcease  from  the 
insistent  preoccupation  of  our  minds  with 
the  war  and  its  problems;  however  much 
we  may  sometimes  desire  to  escape  from 
its  ubiquitous  demands,  we  must  and  will 
steadfastly  carry  on.  We  will  resolutely 
bend  our  efforts  to  the  production  of 
ever  more  planes  and  tanks  and  guns; 
we  will  continue  to  mobilize  our  man¬ 
power;  ration  our  consumption;  pay  our 
taxes;  buy  our  war  bonds;  and  carry  on 
all  the  multitudinous  daily  activities 
which  go  to  make  up  total  war.  As  citi¬ 
zens  and  as  teachers  we  will  continue  to 
make  our  full  contribution  to  the  war 
effort.” — John  W.  Studebaker. 
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MASTER  MATERIALS 
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MASTER 


not  produce  it  without  master  ingredients.  Edelweiss  spices  are 
rich  in  their  oriental  fragrance,  ground  fresh  daily,  assuring  their 
natural  flavor  and  full  strength.  Edelweiss  flavoring  extracts, 
baking  powder  and  food  colorings  are  products  of  Sexton’s  own 
,  . .  Sunshine  Kitchens.  Insure 


when  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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iA  The  only  nationally  advertised  brand  of  foods  pre¬ 
pared  exclusively  for  the  institutional  market. 

A  The  security  of  endorsement  by  all  the  leading  trade 
associations  in  the  institutional  field  in  the  United 
States. 

A  The  facilities  of  the  only  wholesale  grocery  company 
operating  plants  in  the  two  principal  American 
markets-— Chicago  and  New  York. 

A  As  rendered  by  America’s  largest  distributors  of 
number  ten  canned  foods,  a  distinctive  service  on 
L/BoJ  ^  complete  assortment  of  quality  foods  packed  in 

this  institutional  size  container. 

A  Home  recipe  pickles,  relishes  and  conserves  from 
Sexton  Sunshine  Kitchens — delicious  and  appe¬ 
tizing. 

A  Carefully  selected  coffees — blends  resulting  from 
years  of  careful  study — roasted  fresh  daily  at  Chi¬ 
cago  and  Brooklyn. 

A  A  selection  of  your  needs  from  the  largest  inventory 
ever  assembled  for  the  particular  needs  of  those 
who  feed  many  people  each  day. 

JOHN  SEXTON  &  CO. 

MANUFACTUKING  WHOLISALI  GROCERS 

CHICAGO  — BROOKLYN 

DALLAS  —  ATLANTA  —  PITTSRUtOH 
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Scholarships  for  Pittsburgh  Secretaries 

KATHERINE  E.  MITCHEU  1 


The  Pittsburgh  school  system  is  in¬ 
deed  fortunate  in  having  the  Henry  C. 
Frick  Educational  Commission.  The  Com¬ 
mission  was  first  established  in  1910 
by  a  gift  of  the  income  from  $260, 0(K) 
from  an  undesignated  donor  to  Doctor 
John  A.  Brashear  for  the  benefit  of  the 
Pittsburgh  Public  Schools.  After  con¬ 
sultation  with  six  additional  trustees  it 
was  decided  to  award  scholarships  to 
teachers  as  the  most  effective  way  to  use 
the  fund. 

In  1915  the  original  $250,000  was  given 
absolutely,  in  perpetuity,  and  the  in¬ 
come  from  an  additional  $250,000  for 
another  five  years  added.  At  this  time, 
after  much  persuasion,  Mr.  Henry  C. 
Frick  consented  to  the  announcement  of 
his  grift  and  the  founding  of  the  Henry 
C.  Frick  Educational  Commission.  In  the 
thirty-three  years  since  its  establishment 
almost  10,000  scholarships  have  been 
awarded  at  an  expenditure  of  a  million 
and  a  half  dollars  in  colleges  all  over  the 
United  States  as  well  as  England,  France 
and  Hawaii.  The  wisdom  and  generosity 
of  Mr.  Frick  provided  the  first  large 
sum  dedicated  by  a  private  citizen  to 
supplement  taxes  for  the  improvement  of 
public  schools.  The  good  example  is  be¬ 
ing  followed  in  a  smaller  way  in  many 
communities.  The  Commission  has  en¬ 
deavored  to  secure,  from  all  sources,  the 
best  plans,  specifications,  and  working 
model  for  a  system  of  public  schools 
which  would  be  worthy  of  Pittsburgh  and 
an  inspiration  in  educational  pioneering. 
Competent  authorities  have  reported  that 
no  educational  foundation  has  done  better 
work  for  public  schools. 

The  Commission  has  had  the  coopera¬ 
tion  of  the  University  of  Kttsburgh, 
Carnegie  Institute  of  Technology  and 
Pennsylvania  College  for  Women  since 
a  special  course  in  Social  Service  was 
established  eighteen  years  ago.  Each 
year,  under  the  guidance  of  qualified 
experts,  various  subjects  relating  to  the 
well-being  of  children  is  studied.  This 
course  has  enabled  participants  to  learn 
the  needs  of  children,  and  the  facilities 


in  the  community  for  meeting  these 
needs.  It  has  further  served  to  bring 
all  the  child-welfare  organizations  into 
closer  coordination. 

The  third  of  the  major  activities  of  the 
Commission  has  been  recognition  of  the 
high  school  assembly  as  the  beating  heart 
of  the  school  and  a  chief  source  of  mor¬ 
ale.  At  an  appropriate  time  in  the  course 
each  year  outstanding  men  and  women 
have  interpreted  the  three  fundamental 
experiences  in  the  appeal  of  high  ideaLs — 
Youth  and  Ideals  of  Beauty,  presented 
by  a  noted  artist;  Youth  and  Ideals  of 
Truth,  presented  by  a  capable  scientist; 
Youth  and  Ideals  of  Good  Sendee,  pre¬ 
sented  by  one  who  has  rendered  unselfish 
service.  During  the  past  twelve  years 
sixty  different  speakers  have  spoken  to 
over  600,000  high  school  listeners.  The 
Commission’s  reports  on  these  lectures 
are  an  outstanding  pioneer  educational 
contribution. 

The  Pittsburgh  school  secretaries  were 
granted  scholarships  for  the  first  time 
this  summer  by  the  Henry  C.  Frick  Edu¬ 
cational  Commission  to  attend  the  regu¬ 
lar  sessions  of  colleges  under  the  same 
regulations  as  the  Pittsburgh  teachers. 
Previous  to  this  time  secretaries  were 
only  granted  scholarships  to  attend  the 
Pennsylvania  College  for  Women  to  take 
the  three  weeks  special  course  in  Social 
Service.  Nine  secretaries  were  granted 
summer  scholarships  at  the  colleges  indi¬ 
cated.  The  courses  taken  were  Business, 
Education — Basic  Principles  and  Trends; 
Family  Sociology;  Psychology;  Statistics. 

Pittsburgh  school  secretaries  who  are 
unable  to  attend  summer  school  sessions 
are  planning  to  ask  the  Commission  for 
scholarships  to  attend  evening  school 
classes  at  the  local  universities  during 
the  regular  school  term.  Several  local 
universities  have  signified  their  willing¬ 
ness  to  organize  classes  for  the  secre¬ 
taries  in  school  administration;  school 
law;  statistics;  school  buildings;  public 
relations;  office  management  and  prac¬ 
tice;  record  keeping. 


Scholarships 


A  Secretary  is  a  Housekeeper 

(Conttnued  from  Page  12) 
been  planned  to  give  a  gracious  atmos¬ 
phere,  with  curtains,  rugs,  and  pictures; 
but  many  offices,  often  the  older  ones, 
are  bare  of  any  ornamentation  whatever. 
If  your  office  has  a  blank,  staring  wall 
and  if  pictures  would  relieve  it  or  add 
interest,  have  you  considered  ways  and 
means  of  securing  them? 

Sometimes  a  school  has  an  art  gallery 
or  some  good  pictures  that  might  be 
placed  in  the  front  office.  Changing  these 
at  intervals  provides  variety  of  scene. 
Or,  have  you  asked  your  Art  Department 
for  a  display?  If  student  pictures  or 
posters  can  be  used,  they  arouse  a  good 
deal  of  interest  and  offer  an  opportunity 
for  student  recognition.  Maps,  which  may 
be  secured  from  FORTUNE  or  TIME 
arouse  much  tiijiely  interest.  In  our 
building  we  have  a  long,  blank,  bleak 
wall  which  we  have  covered  at  eye  level 
with  maps  of  the  current  war  zones. 
Great  arguments  and  comments  are 
heard  from  students  and  faculty  alike  as 
they  study  the  maps  between  classes. 

Often  the  office  has  a  long  counter 
over  which  anxious  students  lean  to  ask 
for  permits  and  the  secretary  gives  out 
information.  On  one  end  of  the  counter 
there  is  room  for  a  bit  of  greenery,  a 
bowl  of  flowers,  a  bright-colored  vase 
with  leaves.  A  small  jar  of  ivy,  a  philo¬ 
dendron,  or  other  green  indoor  plants 
can  be  purchased  for  very  little.  If  the 
school  has  its  own  flower  beds,  see  if 
Buildings-and-Grounds  will  let  you  have 
a  small  bouquet  every  day.  Two  or  three 
vari-shaped  and  colored  vases  will  see 
you  through  almost  any  flower  arrange¬ 
ment.  This  is  a  very  little  thing,  yet  it 
pays  big  dividends  in  creating  a  colorful 
spot  among  the  somber  filing  cabinets 
and  typewriters. 

These  are  only  suggestions.  You  will 
think  of  many  others  for  brightening  up 
your  office.  The  Secretary,  by  her  voice 


A  very  happy  Summer  Course, 

I’ve  had  at  N.  Y.  U. 

And  so  I  thought  I’d  let  you  know. 

With  words  both  frank  and  true. 

The  cramming’s  o’er — the  grades  are  in. 
My  books  are  put  away, — 

I’m  thinking  now  of  what  I  did 
Throughout  my  six  weeks  stay. 

I  roused  myself  at  break  of  day, 

I  got  up  with  the  sun; 

I  thought  and  talked  the  whole  day 
through 

Until  my  work  was  done. 

From  morning  on  throughout  the  day, 

I  worked  with  might  and  main 
And  never  once  a  “pony”  used 
Nor  interest  tried  to  feign. 

Just  what  I  know  or  what  I  don’t 
Will  tell  when  I  am  rated, — 

But  one  thing  sure  stands  clearly  out 
I  know  I’m  educated. 

So  for  the  pleasant  time  I’ve  had 
I  feel  my  thanks  are  due, — 

And  with  best  wishes  to  your  group 
I  send  them  now  to  you. 

Grace  H.  Morton,  Chief  Clerk, 
Latimer  Junior  High  School, 
Pittsburgh,  Pa. 


Blowing  Leaves 

Now  with  the  world  to  come  made  bright 
With  harvestings  of  sheer  delight: 

Great  garnet  apples,  amber  pears. 

Dark  misty  plums  and  clustered  flares 
Of  purple  grapes  and  golden  sheaves. 
Once  more  the  trees  give  up  their  leaves 
Festive  in  bronze  and  crimson  masks 
Lightly  to  every  wind  that  asks — 

— Ethel  Barnett  de  Vito. 


and  manner,  sets  the  tone  of  the  office, 
be  it  sour  or  cheerful.  In  like  manner, 
by  her  housekeeper  activities,  she  may 
improve  the  appearance  of  her  surround¬ 
ings;  and  students  and  teachers  alike, 
without  knowing  why,  will  find  spirits 
brightened  in  “the  office.” 


LISTENING-IN 

(Continued  from  Page  19) 
in  March,  Warda  Hulsey,  president,  ap¬ 
pointed  Geneva  Bazzill,  Marion  Elliott, 
and  Nell  Zetty  as  a  committee  to  work 
on  a  constitution  and  by-laws  for  the 
local  chapter  of  the  Arizona  NASS.  If 
you  are  planning  a  new  organization  or 
a  revision  of  your  old  constitution,  you 
might  write  Mrs.  Grace  B.  Holt  in  Phoe¬ 
nix,  Arizona  and  ask  her  to  put  you  in 
touch  with  this  committee  chairman.  It 
should  be  interesting  at  least  to  find  out 
what  similar  groups  are  doing  along  this 
line. 

Dorothy  Berdan  Nickel  is  the  new  two- 
year  president  of  the  Detroit  Association 
of  School  Secretaries.  Miss  Nickel  at¬ 
tended  our  Boston  convention.  Detroit  is 
carrying  out  an  extensive  program  for 
the  secretaries  and  I’ll  let  you  have  more 
details  when  Miss  Nickel  sends  them  to 
me. 

The  Philadelphia  Fillies — 1942-194.3 

The  school  year  1942-1943  has  been  a 
vital  stepping  stone  to  us  in  Philadelphia. 
Here  we  come  racing  down  the  home¬ 
stretch  with  colors  flying!  Various  war 
activities,  plus  a  few  precious  social  get- 
togethers,  plus  much,  much  work  and  ac¬ 
tion  on  the  salary  situation,  equals  a  total 
sum  of  fine  achievement. 

October  22,  1942,  brought  forth  a  typi¬ 
cal  fall  day  on  which  to  hold  our  Annual 
Tea.  This  Tea  is  given  as  a  welcome  to 
new  appointees,  eighteen  of  whom  made 
their  debut.  A  mid-winter  Conference 
meeting  in  December  brought  the  group 
together  again  to  hear  a  speaker  talk 
on  the  place  of  a  school  secretary  in  war¬ 
time.  Because  of  the  war  emergency,  we 
arranged  no  fall  dinner,  but  we  enjoyed 
the  Spring  Luncheon  doubly  for  this  rea¬ 
son.  Schoolmen’s  Week  proceedings  in¬ 
cluded  a  secretaries’  meeting  under  the 
chairmanship  of  Miss  Louise  Henderson. 
The  topic  was,  “War  Marches  into  the 
School  Office.’’  Mr.  Tabor,  Director  of 
Pupil  Personnel  and  Counseling,  spoke 
on  the  need  for  closer  community  rela¬ 
tionships,  and  Dr.  MacMillan,  our  newly 
appointed  Associate  Superintendent 
rounded  up  the  meeting  with  thoughts 
about  the  secretary’s  job  in  connection 


with  new  defense  regime,  relay  messages 
and  signals.  He  urged  us  to  keep  in  mind 
that  speed  and  accuracy  both  are  impor¬ 
tant,  but  accuracy  should  be  the  first 
consideration  in  the  matter  of  defense 
messages. 

Proposed  changes  in  the  status  and  sal¬ 
ary  schedule  for  secretaries  were  pre¬ 
sented  to  the  Board  of  Public  Education 
and  were  adopted  by  them  at  the  end  of 
the  term.  Changes  in  classifications  were 
as  follows: 

1.  There  shall  be  two  classes  of  secre¬ 
taries  : 

(a)  Secretaries,  and 

(b)  Assistant  Secretaries 

2.  There  shall  be  two  groups  of  Secre¬ 
taries  and  Assistant  Secretaries: 

(a)  Those  serving  in  the  offices  of 
the  superintendent,  associate 
superintendents,  district  super¬ 
intendents,  and  directors,  who 
will  serve  on  a  twelve-month 
basis  and 

(b)  Those  serving  in  school  offices, 
on  a  ten-month  basis. 

A  bonus  of  $200  was  granted  every 
employe  in  the  Board  of  Public  Educa¬ 
tion  for  the  year  1943,  and  a  new  salary 
schedule  worked  out  on  a  time  basis  was 
passed  for  secretaries.  However,  no  sec¬ 
retary’s  salary  could  be  increased  more 
than  the  $200,  but  beginning  in  Septem¬ 
ber  we  shall  be  on  the  new  schedule 
basically.  In  other  words,  we  do  not  re¬ 
ceive  an  increase  plus  the  bonus  but  we 
do  move  up  on  the  new  salary  schedule. 
This  is  a  great  victory  for  us,  for  we 
have  had  no  increase  in  salary  for  the 
past  twenty  years.  Certain  inequities  have 
existed  all  that  time,  and  this  adjust¬ 
ment  will  smooth  out  such  inequities  and 
raise  the  level  of  the  secretaries’  salaries. 
With  an  adjusted  basis  to  start  on,  we 
are  now  able  to  work  and  look  ahead  to 
an  equitable,  increased  schedule. 

Our  Women  At  War  include  eight 
WACS  and  one  WAVE  at  this  writing. 
We  are  very  proud  of  them.  Their  letters 
tell  of  exciting  and  interesting  experi¬ 
ences.  As  a  gesture  of  good  will  and 
pride  in  them,  we  extended  membership 
to  them  for  the  duration. 

So  you  see  we  have  had  a  hard  race 


this  year,  with  plenty  of  action.  We  have 
come  througrh  smiling.  As  Elbert  Hub¬ 
bard  wrote,  “Get  your  happiness  out  of 
your  work  or  you’ll  never  know  what 
happiness  is.”  — Ruth  L.  Steinlauf. 

Evelyn  Walters,  formerly  in  the  Super¬ 
intendent’s  office  in  Framingham,  was  in 
one  of  the  first  contingents  of  WACS  to 
arrive  in  the  British  Isles.  A  picture  in 
the  Boston  Herald  of  August  23  shows 
her  taking  dictation  from  a  very  hand¬ 
some  colonel  at  the  headquarters  of  a 
U.  S.  bomber  station  “somewhere  in 
Britain.”  Bertha  Lightbody  has  had  a 
long  letter  from  her  in  which  she  says 
that  she  is  enjoying  very  much  her  duties 
as  secretary  to  the  colonel.  She  has  found 
the  British  people  very  cordial  and  has 
been  invited  to  several  homes.  She  is 
very  enthusiastic  about  her  service  in 
the  WACS  and  particularly  her  overseas 
duties. 

Helen  Kuronis,  secretary  to  the  Super¬ 
intendent  in  Bridgewater,  has  been  elected 
President  of  the  Bridgewater  Junior 
Women’s  Club.  Our  congratulations  and 
best  wishes  for  a  successful  year. 

The  Richmond  Association  of  school 
secretaries  met  October  7  with  Dr.  Lank¬ 
ford  as  guest  speaker.  Dr.  Lankford  ex¬ 
plained  the  new  reports  recently  ordered 
by  the  department  of  research  and  an¬ 
swered  questions.  We  have  several  new 
secretaries  due  to  resignations  and  trans¬ 
fers.  We  plan  to  continue  the  bulletin 
which  we  mimeographed  for  the  May 
meeting. 

Utah 

The  school  secretaries  of  Utah  will  hold 
their  third  convention  in  Salt  Lake  City  at 
the  time  of  the  meeting  of  the  House  of 
Delegates  of  the  Utah  Education  Associa¬ 
tion,  October  8  and  9.  The  general  theme 
of  the  convention  is  “Smooth  Sailing.” 
The  program  outlined  for  the  convention 
includes  a  reception  to  be  given  by  the 
Salt  Lake  City  association  Friday  even¬ 
ing  in  honor  of  convention  delegates,  vis¬ 
iting  secretaries,  school  superintendents, 
supervisors  and  principals  and  a  luncheon 
and  the  annual  meeting  on  Saturday 
afternoon. 

The  Utah  association  does  not  feel  too 
guilty  at  planning  this  meeting,  because 


many  of  the  members  from  distant  parts 
of  the  state  can  arrange  to  come  with 
teacher-delegates  and  also  because  the 
Salt  Lake  City  girls  are  opening  their 
homes  to  visiting  secretaries,  thereby 
placing  no  extra  burden  on  the  already 
overcrowded  hotels. 

A  twenty-five  dollar  war  bond  is  being 
raffled  off  at  the  luncheon.  This  is  a 
wonderful  way  to  make  money.  All  the 
members  have  to  do  is  to  sell  enough 
chances  after  the  bond  is  paid  for!  A 
bond  has  great  s.  a.  (selling  appeal)  and 
almost  anyone  will  take  a  twenty-five 
cent  chance  on  winning  at  least  $18.75. 

Subjects  to  be  discussed  by  outside 
speakers  are  juvenile  delinquency,  per¬ 
sonality  problems,  our  duty  in  this  war 
and  preparation  for  the  coming  peace, 
with  a  final  casting  out  to  sea  and  tips 
for  “smooth  sailing.” 

Washington,  D.  C. 

Charlotte  A.  Marr,  President  of  the 
Secretarial  Association  of  the  Public 
Schools  of  the  District  of  Columbia,  writes 
“at  the  recent  elections  of  the  Education 
Association  of  the  District  of  Columbia 
the  office  of  secretary  was  filled  by  our 
Miss  Catherine  Crawley.  As  you  know, 
she  was  the  District  of  Columbia  Mem¬ 
bership  Chairman  of  the  National  Mem¬ 
bership  Committee.  We  are  very  proud 
of  the  fact  that  she  was  elected  to  this 
office  since  it  is  not  only  a  personal  suc¬ 
cess  for  Miss  Crawley  but  a  distinct  step 
forw’ard  in  the  growth  of  our  organiza¬ 
tion.  This  happens  to  be  the  first  time 
our  local  secretarial  association  has  been 
represented  in  an  official  capacity  in  the 
Education  Association  of  the  District  of 
Columbia.” 

M.  Alvina  Carroll  will  succeed  Miss 
Crawley  as  chairman  of  the  membership 
committee  for  Washington.  Alvina,  who 
is  a  charming  newsgatherer — she  sends 
gay  little  notes  along  with  her  bits  of 
news — just  sent  in  a  report  of  voluntary 
war  work  performed  by  members  of  the 
Washington  association  during  the  sum¬ 
mer  months.  Forty-one  members  partici¬ 
pated  in  voluntary  war  activities  of  var¬ 
ious  kinds  such  as  contributing  to  the 
blood  bank,  canteen  work,  farm  work, 

(Continued  on  Pa/^e  ))) 


BOOK 

For  the  school  secretary  who  is  desir¬ 
ous  of  knowing:  the  “why”  of  certain 
educational  theories  and  practices,  re¬ 
views  of  readable  and  helpful  books  on 
various  phases  of  education  will  be  in¬ 
cluded  in  each  issue. 

A  Living  Philosophy  of  Education 
Carleton  Washburne 
Review  by  Eleanor  Dearden 

A  book  written  in  an  easy  and  not  too 
technical  style  is  that  of  Carleton  Wash- 
bume  on  “A  Living  Philosophy  of  Educa¬ 
tion.” 

Dr.  Washburne  has  taken  up  the  pro¬ 
cess  of  education  from  four  angles — (1) 
The  Child  as  a  Person;  (2)  The  Child  as 
an  Individual;  (3)  The  Child  and  the 
Means  of  Social  Relationships;  and  (4) 
The  Child  an  Integral  Part  of  an  Organic 
Society. 

Part  I — The  Child  as  a  Person — dis¬ 
cusses  the  physical  and  mental  well  being 
of  the  child  and  the  necessity  for  each 
child  to  develop  into  a  healthy  and  happy 
person.  Part  II — The  Child  as  an  Indi¬ 
vidual — tells  of  the  importance  of  recog¬ 
nizing  individual  differences  in  children 
and  how  necessary  it  is  to  their  emotional 
well  being  that  children  develop  accord¬ 
ing  to  their  own  individual  needs  and  in¬ 
terests,  that  they  make  the  proper  voca¬ 
tional  adjustment,  and  that  they  acquire 
the  knowledge  of  the  proper  use  of  lei¬ 
sure.  Part  III — The  Child  and  the  Means 
of  Social  Relationships  takes  up  the  var¬ 
ious  curriculums — traditional  and  prog¬ 
ressive — and  the  acquisition  of  the  nec¬ 
essary  basic  skills  for  effective  contact 
with  others.  Part  IV — The  Child  an  In¬ 
tegral  Part  of  an  Orjfanic  Society  stresses 
the  need  for  social  consciousness,  the  re¬ 
alization  that  the  well  being  of  the  group 
is  necessary  to  its  members’  own  indi¬ 
vidual  well  being. 

And  then  in  Part  V — Democratic  School 
Administration,  Dr.  Washburne  describes 
the  administrative  set-ups  that  should  ob¬ 
tain  in  a  democratic  school  system.  If 
you  haven’t  time  to  read  the  entire  book, 
Part  V  alone  is  well  worth  reading.  It 
will  reveal  the  answers  to  many  “whys.” 


NOOK 

Handbook  for  School  Secretaries — 1943 

A  62-page  bulletin  prepared  in  the  of¬ 
fice  of  the  State  Superintendent  of  Pub¬ 
lic  Schools,  Jefferson  City,  Missouri.  The 
forew’ord,  by  Lloyd  W.  King,  State  Sup¬ 
erintendent  of  Schools,  whom  many  will 
remember  as  one  of  the  most  interesting 
speakers  at  the  Boston  Annual  Luncheon 
in  1941,  is  not  only  a  tribute  to  the  effic¬ 
iency  of  the  secretaries  in  his  own  state, 
but  it  is  also  a  fine  appreciation  of  the 
values  to  be  realized  from  organization 
and  a  concrete  endorsement  of  the  pro¬ 
fessional  aspirations  of  secretaries’  as¬ 
sociations.  The  quotation  is  given  in  full 
for  your  scrapbook: 

“It  is  with  pleasure  that  the  State  De¬ 
partment  of  Education  is  publishing  A 
Handbook  for  School  Secretaries.  It  is 
our  desire  that  this  bulletin  may  be  help¬ 
ful  in  further  professionalizing  the  fine 
group  of  school  secretaries  in  Missouri; 
that  it  may  assist  in  interpreting  to  school 
secretaries  throughout  the  state  the  basic 
philosophy  of  public  education;  and  that 
it  may  bring  about  a  more  efficient  work¬ 
ing  staff  of  school  secretaries. 

“Missouri  school  administrators  are 
proud  of  the  work  that  the  school  secre¬ 
taries  have  done  through  their  organiza¬ 
tion,  “The  Missouri  State  Association  of 
School  Secretaries”  —  an  organization 
which  is  potentially  effective  in  interpret¬ 
ing  the  school  secretary’s  position. 

“I  acknowledge  the  work  of  Martha 
Painter  who  has  served  as  President  of 
the  Association  during  its  formative  per¬ 
iod  and  who,  together  with  her  associates, 
prepared  the  manuscript  for  this  publica¬ 
tion.  I  acknowledge  also  the  assistance 
of  Doctor  Frederick  C.  Seamster,  State 
Director  of  Occupational  Information  and 
Guidance  Services  in  the  State  Depart¬ 
ment  of  Education,  for  his  aid  in  review¬ 
ing  and  editing  this  document.” 

Martha  Painter  was  Treasurer  of 
National  Association  of  School  Secre¬ 
taries  before  she  resigned  her  position 
with  the  Missouri  State  Department. 

The  bulletin  is  choc-a-bloc  full  of  help. 
Read  Section  I, — Section  IV, — Section  V 
— oh  goodness  read  it  all! 
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Personal  Policies  Governing  the  Selec* 
tion.  Conditions  of  Service,  and  Salaries 
of  the  Instructional  Staff  of  the  Spring- 
field  Public  Schools — Revised  Edition, 
April,  1943. 

A  well-prepared  document  full  of  spe¬ 
cific  information  on  salary  schedules  for 
teachers.  We  understand  that  Eleanor 
Dearden  was  a  member  of  the  committee 
that  worked  on  the  preparation  of  this 
booklet.  We  wonder  if  Springfield  has 
published  similar  information  concerning 
salaries,  retirement,  and  other  employ¬ 
ment  policies  for  the  non-teaching  per¬ 
sonnel!  If  so,  Eleanor,  will  you  let  us 
know? 


Planning  the  School  Office — A  sympos¬ 
ium 

— The  Secretary’s  Viewpoint — From 
Springfield,  Mass,  by  Eleanor  M. 
Dearden. 

“Shows  how  functional  planning 
for  a  new  or  remodeled  office 
will  make  it  comfortable  and  at¬ 
tractive  as  well  as  efficient.” 

— From  Denver,  Colorado — by  Al¬ 
berta  B.  Cordier 

“Shows  how  important  it  is  to 
plan  the  details  carefully  if  the 
host  of  functions  of  a  large 
school  system  are  to  be  carried 
out  smoothly.” 

— The  School  Office  Staff  at  Wil¬ 
mington,  Delaware 

“Lays  down  a  set  of  rules  for 
school  office  layout  and  equip¬ 
ment  that  shows  that  orderliness, 
modern  equipment,  and  labor- 
saving  devices  are  appreciated.” 

— American  School  and  University,  1943; 
pp.  188-192: 

A  young  lady  recently  applied  for  a 
position  in  a  government  office.  She 
asked  the  clerk  how  many  girls  worked 
in  the  office,  and  he  said  about  half  of 
them. 


A  Survey  of  Secretarial  Employees 

While  teaching  office  practice  in  the 
high  school  at  Prescott,  Arizona,  Mrs. 
Genevra  Baken  conducted  a  survey  to  de¬ 
termine  what  equipment  is  used  by  the 
secretarial  employees  in  the  business  of¬ 
fices  of  Prescott.  Mrs.  Baken  is  now 
teaching  in  the  high  school  at  Boulder 
City,  Nevada. 

In  making  the  survey  Mrs.  Baken  per¬ 
sonally  interviewed  134  employers.  Space 
does  not  permit  us  to  publish  a  complete 
list  of  the  findings  of  the  survey.  How¬ 
ever,  some  of  the  more  important  find¬ 
ings  are  as  follows: 

What  are  the  most  frequent  duties  per¬ 
formed  by  stenographers  and  secretaries? 
These  duties  are  taking  dictation,  trans¬ 
cribing  notes,  telephoning,  taking  care 
of  typewriters,  filing  and  indexing,  and 
taking  care  of  callers.  Approximately  200 
other  duties  performed  daily,  weekly,  and 
occasionally  were  also  enumerated. 

What  machines  and  equipment  are  in 
use  in  the  local  community?  Burroughs 
adding  and  bookkeeping  machines  are 
quite  widely  used.  Monroe  calculators 
were  the  most  common.  Royal  typewrit¬ 
ers  were  preferred,  and  National  Cash 
Registers  were  used  in  approximately  80 
per  cent  of  the  business  firms. 

What  subjects  do  businessmen  think 
should  be  stressed  more  in  training  sten¬ 
ographers  and  secretaries?  Business 
English  was  listed  most  important  by  104 
employers.  Other  subjects,  listed  in  the 
order  of  their  importance,  were:  spelling, 
shorthand,  typewriting,  and  filing.  Some 
of  the  less  important  subjects  listed  were: 
office  etiquette,  penmanship,  salesman¬ 
ship,  office  machine  practice,  business 
law,  and  bookkeeping.  However,  employ¬ 
ers  seemed  more  emphatic  in  their  state¬ 
ments  about  training  students  in  the  use 
of  the  telephone,  in  meeting  people,  in 
spelling,  in  the  use  of  correct  English, 
in  filing,  and  in  the  ability  to  think  and 
to  follow  instructions. 

What  personal  traits  do  employers  con¬ 
sider  most  important?  The  personal 
traits  mentioned  most  often  were:  per¬ 
sonality,  accuracy,  efficiency,  neatness  in 
work,  courtesy,  intelligence,  and  resource¬ 
fulness.  — Balance  Sheet. 


31 


C'very  Sound  Cffeci  ^ou 
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MAJOR  SOUND 

EFFECT  RECORDS 

• 

— Largest  and  LalasI  Selection 
— All  New  Recordings 

So  Versatile  Every  Possible  Effect 
Desired  Obtainable 
— All  10-inch  Double-face.  Lateral  Cut. 
78  R.  P.  M. 

Recorded  From  Life  on  Film,  then 
Waxed 

— No  extraneous  Noise 
— Quick-Cued 

Wherever  Advantageous 
— Playable  on  Any  Phonograph  or 
Turntable 

— Completely  Cross  Indexed  for  Han¬ 
dy  Reference 

— Immediate  Service  on  Every  Order 

THOMAS  J.  VALENTINO,  Inc. 

Dapt.  ns 

1600  Broadway  New  York.  N.  Y. 
Send  for  Free  Catalog  Today 


OUR  No.  42  CATALOG 

Free  on  Request 

CREATIVE 

HANDICRAFT 

General  School  Supplies 

SHOP  TOOLS  —  CANING 
BASKETRY  —  SEAT  WEAVING 
WOOLS  —  YARNS  —  WARPS 
LOOMS  —  LEATHERCRAFT 
METAL  CRAFT,  ETC. 

National  Brands  of  School  Material 


American  Reedcraft 
Corporation 

130-2  Baakman  Stiaat  Naw  York  City 
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Pennsylvemia's  Certification  Plan 

(Continued  from  Page  21) 
bers  of  the  Pennsylvania  Association  of 
School  Secretaries.  Programs  were  de¬ 
veloped  for  the  education  of  school  sec¬ 
retaries  in  two  institutions  of  higher 
learning  for  the  purpose  of  developing 
suitable  backgrounds,  looking  fon\’ard  to 
the  professional  education  of  such  em¬ 
ployes  within  school  districts.”- 

The  school  secretaries’  committee  on 
certification  has  consulted  with  authori¬ 
ties  of  the  University  of  Pennsylvania 
and  the  University  of  Pittsburgh  who 
are  interested  in  certification  for  school 
secretaries.  To  get  the  views  of  school 
secretaries  in  general  regarding  the  mat¬ 
ter  of  certification,  the  committee  sent 
out  questionnaires  to  all  secretaries  in 
the  state.  The  responses  indicated  that 
the  majority  of  secretaries  are  definitely 
interested  because  they  feel  that  certifi¬ 
cation  will  insure  a  higher  quality  of 
service  which  public  school  systems  de¬ 
mand. 

After  several  meetings  with  Doctor^ 
Klonower  in  Harrisburg  the  following 
plan  was  worked  out: 

Requirements 

A.  Fur  School  Secretaries  already  in  ser¬ 
vice 

1.  Those  holding  college  degrees 
To  receive  certificates  at  once. 

2.  Those  not  holding  college  degrees 
To  receive  advanced  standing  of 
four  semester  hours  for  each  year 
of  service  up  to  a  maximum  of 
fifteen  years  and  to  complete  the 
requirements  for  standard  certifica¬ 
tion  by  taking  college  courses  in 
accordance  with  the  outline  shown 
below. 

B.  Requirements  for  New  School  Secre¬ 
taries 

1.  Graduation  from  approved  four- 
year  high  school 

2.  Completion  of  a  minimum  of  seven¬ 
ty  semester  hours  of  college  train¬ 
ing,  including  the  following: 


’J/VnnK.i//riini(i  I’lihlic  iMxIriictioM.  Official  Bulletin, 
Department  of  Public  Instruction.  Volume  X, 
Numlier  7.  p.  3,  HnrrisburK.  Pennsylvania, 
I  March,  1943). 


a.  General  background  Min.  Max. 

courses  .  20  30 

English,  Social  Studies, 

Public  Speaking 

b.  Professional  Education 

courses  18  24 

Psychology,  School  Ac¬ 
counting,  Tests  and 
Measurement,  School 
Administration,  School 

Law,  Introduction  to 
Education 

c.  Required  Skills  21  24 

Typewriting — 6 

Shorthand — 9 
Office  Practice — 3 
Office  Management  and 
Personnel  Relations — 

3 

First  Aid — 3 

Note:  Certain  basic  skills  and  under¬ 
standings  are  required  of  all  school 
secretaries.  These  skills  and  under¬ 
standings  may  be  gained  through  ac¬ 
tual  experience  or  through  class¬ 
room  work.  Examinations  and/or 
evidence  of  satisfactory  work  ex¬ 
perience  may  be  used  in  lieu  of 
course  requirements,  but  no  credit 
toward  graduation  shall  be  granted 
for  examinations. 

Before  such  a  program  can  be  accepted 
by  the  State  Council  of  Education  and 
the  Department  of  Public  Instruction  a 
bill  must  be  placed  before  the  Legisla¬ 
ture  of  the  state.  The  committee  plans  to 
do  this  at  the  next  meeting  of  Legisla¬ 
ture.  In  the  meantime,  plans  are  going 
forward  to  establish  special  courses  for 
school  secretaries  in  the  various  universi¬ 
ties  so  that  such  courses  will  be  available 
to  the  entire  secretarial  staff  all  over 
the  state. 


LISTENING-IN 

(Continued  from  Page  29) 
hospital  work,  hostess  work,  knitting,  sell¬ 
ing  war  bonds,  rationing  work,  sew’ing, 
making  surgical  dressings.  Over  433 
hours  of  work  were  thus  contributed  each 
month  during  May,  June,  July  and  Aug¬ 
ust.  A  fine  record  for  busy  people  and 
an  example  to  be  followed  by  other  asso¬ 
ciations! 


UNDERWOOD 
ELLIOTT  FISHER 


FOR  CLEAR  COPIES 


Our  typewriter  conservation 
aids  ore  yours  for  the  ask¬ 
ing  .  .  .  exclusive  erasure 
shield  and  cylinder  pro¬ 
tector. 

For  UEF  Carbon  Popor*  &  Ribbons 


UNOEIWOOD 

ELLIOTT  FISHER  COMPANY 

Ono  Pork  Avo..Now  York 

Nathn-widn  Snrrien 


Chicago  Interlude 

(Continued  from  Page  17) 

without  stopping  for  lunch,  needless  to 
sty,  we  were  all  famished.  Several  of  the 
giris  were  checking  out  later  in  the 
afternoon  so  we  all  went  to  the  Colonial 
Room  of  the  hotel  for  our  dinner — roast 
duck,  mm-m-m. 

Most  of  the  girls  were  not  leaving 
until  Monday  morning  so  we  decided  to 
see  what  we  could  of  Chicago  in  the  time 
left  to  us.  Our  first  stop  was  to  see  the 
beautifully  lighted  Buckingham  Foun¬ 
tain.  This  fountain  is  turned  on  and 
lighted  with  varied  colored  lights  for 
just  a  half  an  hour  each  evening.  It  is 
one  of  the  largest  fountains  in  existence. 

Like  the  old  marching  song,  we  walked 
a  while,  we  rode  a  while,  and  ended  up 
at  our  hotel  at  the  wdtching  hour  of 
midnight — past.  We  said  our  goodbyes 
at  the  elevator  as  some  of  would  not  see 
each  other  again  before  leaving  for  home. 
You  who  have  had  the  privilege  of  at¬ 
tending  any  of  our  National  meetings 
know  just  what  that  means — trying  to 
remember  all  the  things  you  wanted  to 
say  and  had  forgotten,  “be  sure  and 
write  when  you  can  find  time” — trying 
to  say  goodbye  to  good  friends  whom 
you  will  not  see  for  another  year.  We 
do  hope  that  we  may  be  able  to  have 
our  annual  meeting  next  year  and  that 
we  may  see  many  of  our  old  friends,  and 
make  many  new  ones. 

Our  only  regret  is  that  we  did  not 
accomplish  the  one  thing  we  would  have 
liked  to  do  for  one  of  our  group,  and 
that  was  to  find  a  Colonel  for  Belle.  We 
saw  a  good  many  officers  and  service 
men  in  Chicago,  but  nothing  would  do 
but  a  Colonel.  Sorry,  Belle,  maybe  we 
can  do  better  the  next  time.  How  would 
you  like  a  Captain,  or,  say  an  Admiral. 


Save  on  supplies  through 
Burroughs  Discount  Purchase  Plons 

Burroughs  Irpowrilor  ribbons  givo  door, 
cloon-cul  printed  results  during  long, 
continuous  use.  Those  ribbons— os  well  os 
oqually  lino  ribbons  lor  cash  registers, 
adding,  accounting  and  ether  business 
machines— are  OTailablo  to  you  at  savings 
el  10%  to  40%  through  Burroughs  Dis¬ 
count  Purchase  Plans.  Invosligato  the 
many  advantages  ol  filling  ALL  your  rib¬ 
bon  roguiromonts  through  this  one  con¬ 
venient  source.  Call  your  local  Burroughs 
elfico  or  write  Burroughs  Adding  Machine 
Company.  Detroit  32.  Michigan. 


Burroughs 

SUPPLIES  FOR 
BUSINESS  MACHINES 

tURROUGHS  ADDING  MACHINI  COMPANY 
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QUIZ  FOR  THE  MODERN 
SECRETARY 

(Answers  may  be  found  on  pagre  45) 

1.  May  titles  of  rank  in  the  Army  and 
Navy  be  abbreviated? 

2.  Is  it  permissible  to  use  the  title 
“MR.”  in  addressing  men  serving 
with  the  armed  forces  of  the  U.  S.  ? 

3.  By  what  means  should  confidential 
correspondence  be  handled? 

4.  The  hyphen  would  be  used  in  typing 
“a  thirty-day  note,”  but  would  the 
hyphen  be  used  in  the  possessive 
form,  “ten  days’  notice”? 

5.  Is  the  practice  of  typing  periods  and 
commas  inside  quotation  marks  uni¬ 
versally  accepted  by  authorities? 

6.  Should  envelope  addresses  be  single 
or  double  spaced,  block  or  indented 
style  ? 

7.  Should  “Miss”  be  included  in  the 
typed  signature  of  an  unmarried 
woman  ? 

8.  What  mark  of  punctuation  follows  a 
request  stated  in  question  form,  as 
“Will  you  please  send  your  check  by 
Friday”? 


9.  How  can  the  life  of  a  typewriter  rib- 
bon  be  prolonged? 

10.  Where  is  a  practical  place  to  keep  i 
typing  eraser? 

— Journal  of  Business  Education. 


BE  PREPARED! 

Have  you  made  up  a  “Manual  of  Office 
Routine”?  It’s  a  foresighted  procedure 
to  do  so — put  in  writing  how  and  when 
things  are  done,  where  materials  are 
found,  etc.  It  will  be  most  helpful  to 
substitutes  or  your  successor. 


Getting  More  Work  From 
Your  Typewriter. 

A  6-page  leaflet  has  been  prepared  in 
an  effort  to  introduce  typewriter  econo¬ 
mies  and  efficiencies  and  to  get  the  max¬ 
imum  use  out  of  present  typewriter 
equipment.  FREE.  Order  from  the  Pol¬ 
icyholders  Service  Bureau,  Metropolitan 
Life  Ins.  Company,  1  Madison  Ave.,  New 
York,  N.  Y. 


- 

DELUGED  WITH  BULLETINS? 

Use  Gaylord  Binders  for  Pamphlets  —  to  provide 
interest,  readability,  durability  —  to  circulate  the 
latest  information  appearing  in  pamphlet  form. 

Samples  and  prices  jurnished  on  request 

GAYLORD  BROS.,  INC. 

library  Furniture  and  Supplies 

Syracuse,  New  York  •  Stockton,  California 

When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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GOLD  MEDAL 
PRODUCTS 

For  Over 

40  Years 

this  line  of  school 
«irt  materials  has 
been  known  for 
its  outstanding 

SUPEMORTTY 

and 

QUALITY 

These  products 
are  adapted  to  the 
high  standards  of 
I  classroom  work 

found  in  the 
schools  of  today. 

Binney  &  Smith  Co. 

41  E.  42nd  St.  New  York 


MUSIC  SERVICE 

Publications 

FAY  BAND  METHOD.  Simple,  practical  and 

thorough.  14  Books  . each  75c 

_ Teacher's  Manual,  $1.50. 

FAY  STRING  METHOD.  Newest  manner  oi 

procedure.  4  Books  . each  75c 

—Manual  including  Piano  acc.,  $1.50. 

SAVOY  BAND  BOOK,  Gilbert  &  Sullivan 

iavorites.  25  Books  . ,  . each  35c 

— Complete  score,  75c. 

SAVOY  BAND  UBRARY,  17  numbers,  each 

complete  with  score  . 75c 

Double  numbers  with  score . $1. 

FESTAL  PROCESSION.  March  oi  Dignity  by 
Cross.  Arr.  by  Mayhew  Lake.  For  band  and 
orchestra. 

TEMPO  DI  BALLO,  Scarlatti.  Arr.  by  A.  H. 
Brandenburg.  For  3  Clarinets. 

Send  ior  FREE  COPIES.  Also  FREE 
PHONOGRAPH  RECORD 
CATALOG  XX 

MUSIC  SERVICE  PRESS 

1166  Sixth  Avenue  N.  Y.  C.  19 


WAHE  YOUR  OWN 
PRIVATE  WAR 

...  on  school  materials  that 
are  injurious  to  health  and 
inferior  in  performance. 
Your  schools  will  safe¬ 
guard  health  and  do  better 
work  with  good  materials. 

OLD  FAITHFUL 

t  Chalks  Water  Colors 
Crayons  Tempera 
Modeling  and  many 
other  School  Materials 

American  Crayon  Co. 


CLEANING  EQUIPMENT 


Dry  Mops.  Dusters 
Window  Brushes 
Scrub  Brushes 
Floor  Wax 
Polish 


Floor  Brushes 
Wet  Mops 
Bench  Brushes 
Dust  Brushes 
Fiber  Brooms 


ASK  FOB  CATALOG 

The  Fuller  Brush  Company 

Industrial  Division 
3599  Main  Straat,  Hartford,  Conn. 
Oakland.  Caliiemia  Tolado.  Ohio 

Lea  Angolai.  California 


PUNCTUATION 

1.  Commas  between  cities  and  states, 
a.  We  have  forwarded  your  order  to 

Oakland,  California. 

2.  Commas  between  the  date  and  year, 
a.  Please  have  this  letter  in  the  mail 

before  April  13,  1943. 

3.  Commas  with  appositive  modifiers, 
a.  Mr.  Brown,  the  president  of  the 

company,  signed  the  notice. 

4.  Commas  before  but,  and,  for,  or,  and 
nor  in  compound  sentences. 

a.  The  order  would  have  been  filled 
sooner,  but  we  were  out  of  stock. 

b.  We  were  unable  to  play  golf  to¬ 
day,  for  it  was  a  rainy  day. 

5.  Commas  between  all  members  of  a 
series. 

a.  In  the  Zoo  there  are  monkeys, 
elephants,  bears,  and  birds. 

6.  Commas  after  expletives  like  yes 
and  oh. 

a.  Yes,  she  was  promoted  to  secre¬ 
tary  of  the  organization. 

b.  Oh,  I  don’t  believe  that. 

7.  Commas  around  parenthetical  sen¬ 
tence  modifiers  such  as  of  course  and 
however. 

a.  We  shall  be  ready,  of  course,  by 
the  date  set. 

b.  It  is  quite  correct,  however,  to 
type  your  composition. 

8.  Commas  set  off  unquestioned  nonre- 
strictive  modifiers. 

a.  Mr.  Zerull,  who  is  our  represen¬ 
tative  in  your  section,  will  call. 

b.  John  James,  having  learned  his 
lesson,  waited  humbly  for  the 
judge’s  decision. 

9.  Commas  to  set  off  introductory  ad¬ 
verbial  clauses  and  participial 
phrases. 

a.  If  you  will  come  to  see  me,  I  shall 
be  very  glad  to  help  you. 

b.  Having  arrived  ahead  of  time,  we 
waited  for  our  friends. 

10.  Semi-colon  before  however,  never¬ 
theless,  for  example,  and  in  fact, 
a.  I  missed  the  eight-ten  train;  how¬ 
ever,  I  arrived  at  the  office  be¬ 
fore  my  client  appeared. 


b.  The  auditors  have  not  yet  com¬ 
pleted  their  examination  of  the 
company’s  books;  in  fact,  most 
of  the  work  still  remains  to  bt 
done. 

11.  Semi-colon  between  long  and  intern¬ 
ally  punctuated  clauses  of  a  sentence, 
a.  If  I  were  a  millionaire,  I  would 

have  horses,  motors,  yacht*, 
palaces,  and  estates;  and  the 
whole  world  should  minister  to 
my  pleasure. 

12.  Semi-colon  is  used  between  parts  of 
a  compound  sentence  where  the  con¬ 
junction  and,  but,  for,  or,  or  nor  i*  ] 
omitted. 

a.  Your  telegram  was  received  to¬ 
day;  we  leave  tomorrow. 

13.  Colon  is  used  to  introduce  a  formal 
enumeration. 

a.  The  following  orders  are  now  in 
process:  #672,  #681,  #645, 

#656. 

14.  Colon  is  used  for  a  formal  quotation, 
a.  The  following  telegram  has  just 

been  received:  “No  dividend  has 
yet  been  declared  on  the  Ander¬ 
son  account.” 

15.  Colon  is  used  in  the  salutation  of  a 
letter. 

a.  Dear  Sir:  Gentlemen: 

16.  Dash  for  a  complete  break  in  thought 
or  a  change  in  thought. 

a.  This  is  the  point — let  it  be  em¬ 
phasized — learn  to  labor  and  to 
wait. 

17.  Period  and  commas  always  inside  of 
quotation  marks. 

a.  The  salesman  wrote,  “I  expect  to 
meet  my  quota  this  month.” 

18.  Punctuation  of  conversation. 

a.  “The  weather,”  continued  the 
pilot,  “was  very  bad.  It  rained 
most  of  the  time.” 

19.  Note:  While  some  writers  do  not 
capitalize  the  words  street,  avenue, 
building,  etc.,  when  used  as  parts  of 
proper  names,  that  practice  is  not 
logical.  In  your  writing  follow  the 
practice  of  capitalizing  these  word* 
when  they  are  used  as  parts  of 
names. 
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HEALTH,  ACCIDENT  and 

HOSPITAL  PROTECTION 

$37.50  per  week,  anytime  during  entire  year,  when 
Hospitalized  by  accident  or  sickness — $5.35  each  day 

Limit  Eight  W*eks 

Repeated  Hospitalization  Possible  During  Any  Year 

Every  Disease  and  Accident  Covered 

The  new  “Peerless-Hospital"  Certificate, 
etlso  provides,  when  not  Hospitalized — 

T  p  I  I  Weekly  Benefits .  $25.00 

*  *  '  •  (Sickness,  Accident,  Quarantine) 

PROTECTS  Medical  Fee,  up  to  .  25.00 

„  .  (For  Non-Disabling  Injuries) 

u  Special  Travel  Fee,  up  to .  50.00 

Hospitalized  (Expense  of  Notifying  Friends) 

When  Loss  of  Life  .  $1000  to  1500 

Hospitalized  Loss  of  Hands,  or  Eyes, 

or  Feet .  1000  to  1500 

„  .  V.  ,  Loss  of  Hand,  or  Eye, 

Hospitalized  or  Foot  .  500  to  750 

All  oi  the  Above  Protection  at  an  Annual  Cost  of 
_  only  $34.00. 

TEACHERS  PROTECTIVE  UNION 

Home  Office:  T.  P.  U.  Bldg.,  Lancaster.  Pa. 

A  Fraternal  Benefit  Society  for  Teachers 
Clerical  Assistants  are  eligible  to  membership 
$350,580.36  paid  in  benefits  to  Members  in  1942 
Over  SIX  MILLION  Dollars  paid  since  Organisation — 1912. 


TEACaiERS  PROTECTIVE  UNION 

Lancaster.  Pa. 

I  am  interested  in  knowning  more  about  the  “Peerless-Hospital' 
Certificate  and  its  complete  coverage. 


when  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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SECRETARIAL  PROCEDURES 
Check  the  ones  you  observe 

Do  You — 

1.  Keep  a  rubber  band  around  the  used 
paf^es  in  your  notebook? 

2.  Date  your  notebook  in  the  lower  left- 
hand  comer? 

3.  Write  numbers  designating  page,  in¬ 
surance  policy,  room,  telephone, 
house  or  year  without  a  comma  ? 

4.  Spell  out  “per  cent”  in  full  in  ordi- 
.nary  textual  material? 

5.  Use  a  cipher  when  a  decimal  is  not 
preceded  by  a  whole  number  as, 
0.071? 

6.  Use  two  pages  for  letters  which  con¬ 
tain  more  than  275  to  300  words  pica 
type  or  325  to  350  elite  type  ? 

7.  Use  “d”  rather  than  “nd”  or  “rd” 
when  expressing  figures? 

8.  Spell  out  simple  fractions  unless  they 
are  used  in  connection  with  other 
figures  ? 

9.  Estimate  length  of  type  line  from 
longhand  or  shorthand  notes  before 
using  the  typewriter? 

10.  Number  letters  and  leave  a  blank  line 
between  them  in  your  notebook? 

11.  Place  a  small  card,  piece  of  paper  or 
blotter  between  the  ribbon  copy  of  a 
letterhead  and  the  carbon  sheet  to 
prevent  smudging  W'hen  erasing? 

12.  Move  the  carriage  away  from  the 
center  of  the  typewriter  when  eras¬ 
ing? 

13.  Strike  a  key  very  lightly  after  you 
have  erased  so  that  corrections  will 
not  advertise  themselves? 

14.  Keep  supplies,  dictionary,  and  refer¬ 
ence  books  conveniently  near  the 
desk? 

15.  Use  the  paper  release  lever  for  re¬ 
moving  paper  from  the  typewi’iter? 

16.  Fold  waster  paper  instead  of  crush¬ 
ing? 

17.  Use  a  plain  sheet  of  paper  instead 
of  letterhead  paper  for  the  second 
page  of  a  two-page  letter? 


18.  Give  the  school  name  or 
speaking  when  answering  t 
phone  instead  of  saying  “Hello!”? 

19.  Type  the  name  of  the  city  instead  of 
substituting  “city”  when  the  corres¬ 
pondence  is  local? 

20.  Have  a  complete  return  address  on 
all  correspondence? 

21.  Hold  the  paper  firmly  against  the 
cylinder  to  keep  the  pages  from  slip¬ 
ping,  and  turn  the  cylinder  backward 
instead  of  forward  when  the  error  to 
be  corrected  is  at  the  end  of  the 
sheet  ? 

22.  Space  once  after  abbreviations  in 
capitals — none  if  the  abbreviations 
are  small  letters? 

23.  Include  the  word  “yours”  in  the  com¬ 
plimentary  close  of  every  business 
letter  ? 

24.  Spell  out  numbers  of  streets  and  ave¬ 
nue  below  ten — use  figures  for 
streets  and  avenues  above  ten?  Ex¬ 
amples:  Third  Avenue,  21st  Street. 

25.  Avoid  division  of  words  on  two  con¬ 
secutive  lines? 

26.  Have  at  least  two  lines  in  the  last 
paragraph  on  a  page? 

27.  Avoid  division  of  four-letter  words? 

28.  Spell  out  figures  that  begin  sen¬ 
tences  ? 

29.  Look  up  a  word  in  the  dictionary  if 
you  have  any  doubt  about  spelling 
and  fix  the  spelling  and  meaning 
firmly  in  your  mind  right  then? 

30.  Clean  your  typewriter  at  least  once 
a  week? 

31.  Type  the  carbon  copy  of  the  second 
page  of  a  two-page  letter  on  the 
back  of  the  carbon  copy  of  the  first 
page? 

32.  Read  back  each  typewritten  page  and 
if  necessary,  make  corrections  be¬ 
fore  removing  the  page  from  the 
typewriter  ? 

33.  Make  corrections  on  carbons  just  as 
neatly  as  on  originals? 

34.  Place  commas  and  periods  inside 
quotation  marks — colons  and  semi¬ 
colons  outside  quotation  marks? 
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-AND  REMEMBER 
REMINGTON  RAND 
CAN  STILL  SERVICE 
OR  RECONDITION 
YOUR  TYPEWRITERS 


WHY  TYPI^'Ir  TEACIIER^i  I^ROW'  CpRAV— 


Smmm^rm 


bank  for  the  convention  and  etceteras. 
It’s  too  much  for  me  to  explain  how  your 
little  dollar  can  ffet  biR  enoufifh  to  do 
anything  about  a  convention  when  most 
dollars  don’t  look  any  bigger  than  dimes 
these  days.  But  you  can  figure  that  one 
out.  It’s  something  like  little  drops  of 
water,  and  great  oaks  and  little  acorns. 


Dear  Reader: 

You’ve  no  idea  how  close  you  came  to 
losing  me  last  July!  Yessir,  I  had  a  nar¬ 
row  escape  and  in  fact  I’m  not  definitely 
out  of  the  woods  yet.  It  all  depends  on 
you.  So,  if  I  die  I’ll  know  you  didn’t  love 
me  and  didn’t  even  care. 

You  see,  it  was  this  way.  My  aunties 
(eleven  of  them,  I  have!)  discussed  my 
past  and  future  in  Chicago!  It  seems  that 
like  all  children  I  am  a  liability  until  I 
become  an  asset  if  you  know  what  I  mean. 
Right  now  when  nobody  seems  to  have 
anything  to  sell  to  secretaries  except 
fur  coats  and  expensive  but  empty  pocket 
books  and  boards  of  educations  won’t  buy 
those  things  it’s  hard  to  get  enough  ad¬ 
vertisers  to  support  me.  So,  because  it 
is  so  hard,  and  because  the  cost  of  living 
has  gone  up  so  many  per  cents,  my  pa 
needs  more  money  to  make  the  effort 
to  keep  me  alive  and  also  from  being  a 
liability.  Therefore  I  cost  my  family 
more  than  I  used  to. 

Now  I’m  not  going  to  ask  you  for  any 
more  money  than  I’ve  ever  asked  you 
for,  but  I  really  do  think  you  ought  to 
help  me  out  by  asking  two  or  three  other 
girls  for  the  same  amount  of  money  as 
I  am  asking  from  you  namely  one  buck- 
aroo.  And  that  doesn’t  even  go  to  me  it 
goes  to  Edna  Atkinson  to  put  in  the 


I’m  asking  you  to  do  one  no  two  more 
things.  I’m  asking  you  to  read  the  ads 
in  me  (some  are  cute)  and  then  try  to 
get  your  P.A.  to  order  those  articles  when 
he  is  needing  such  things  unless  of  course 
they  are  frozen  which  most  of  them  are. 
If  they  are  frozen  then  just  jot  the  names 
down  in  the  your  future  reference  file 
and  patronize  the  firm  come  peace  and 
the  melting  stage. 


The  other  thing  I  am  asking  you  to 
do  is  to  help  pa  get  some  more  ads.  It’s 
amazing  how  excited  you’ll  be  when  you 
get  a  check  for  %  the  amount  of  the  ad! 
Why  my  ma  got  one  once  and  she  nearly 
dropped  dead  to  think  that  anything  she’d 
ever  done  outside  her  own  job  had  paid 
her  a  cent.  There  must  be  some  nice  firm 
in  your  city  that  will  purchase  a  good- 
will-and-faith-in-the  future  ad  in  me.  I’ll 
promise  to  try  hard  to  come  to  you  on 
time  every  quarter  (I’m  late  now  due  to 
unanticipated  misfortune)  and  be  cheerful 
and  interesting— with  your  help!  So  do' 
surprise  my  pa  and  send  in  some  new  ads. 
If  you’ll  turn  to  page  6  you’ll  see  just 


Clean,  black  notes  made  with  sharpened 
pencils  save  eyes  —  save  time  —  prevent 
costly  mistakes.  That’s  why  many  offices 
now  have  an  Automatic  Pencil  Sharpener 
on  euery  desk  .  .  .  Automatic  CUTTERS 
— deeply  undercut  for  free  shavings  flow 
— offer  years  of  quick,  efficient  service. 
Pencil  stop  feature  saves  pencils. 


DEXTER 

Cfaiomatic  PENCIL  SHARPENER 


Houle  by  SPENGLER  LOOMIS  MANUFACTURING  COMPANY,  ChteMo 


When  dealing  with  our  advertitert,  please  mention  the  National  Secretary 


how  much  they  cost  and  where  to  send 
the  ad. 

Well  that  is  all  I  can  write  you  now 
except  just  one  thing.  Isn’t  it  exciting  to 
know  that  my  ex-ma  is  a  vice  president 
of  the  association  and  that  she  is  going 
to  get  a  lot  of  new  members  because  she 
is  in  charge  of  membership?  Of  course, 
she  can’t  do  it  without  your  help  either. 
You  sure  are  important! 

Yours  hopefully, 

Enness. 

If  you  have  dug  down  to  your  last  dol¬ 
lar  this  month  for  the  war  bond  drive, 
take  the  first  dollar  out  of  your  next 
check  and  buy  a  bond  for  your  profes¬ 
sional  future.  Let’s  not  just  hold  the  line 
this  year!  Let’s  drive  ahead! 

Slow  Progress 

Here’s  proof,  claims  the  cynic,  that 
“time  separates  the  best  of  friends:” 
Thirteen  years  ago  Johnny  and  Mary 
were  both  17.  Today  he’s  30,  but  she’s 
only  21,  — Balance  Sheet. 


MILTON  BRADLEY 
COMPANY 

Water  Colors 
Crayons 

Drawing  Supplies 
Art  Materials 
Seat  Work 


now  sold  by  leading  School 
Supply  Dealers  throughout  the 
United  States  .  .  .  For  your  con¬ 
venience  order  Milton  Bradley 
educational  materials  from  your 
nearest  distributor. 


Science  Laboratory 
Supplies 

FOR 

Chemistry,  Physics,  Biology 
and  General  Science 


CHICAGO 

APPARATUS 

COMPANY 

1735-43  N.  Ashland  Avenue 

CHICAGO,  ILLINOIS 


when  dealing  with  our  advertisers,  please 
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Memo  to  the  Secretary! 

.  Check  news  release  on  opening  of 
school,  registration,  faculty  changes, 
etc. 

,  Prepare  student  or  teacher  bulletins 
for  first  day  of  school. 

.  Check  all  supplies,  have  blanks  and 
forms  in  readiness. 

,  Have  receipt  books  numbered  and 
filled  in  as  much  as  possible  in  order 
to  save  time  when  the  rush  is  on. 

.  Start  the  activity  calendar  using  last 
year’s  as  a  guide. 

.  Have  copies  of  intelligence  tests  in 
readiness  for  early  administration — 
if  used. 

.  Have  new  plan  books  ready  for 
teachers  (a  thoughtful  gesture  is  to 
include  a  brand  new  red  correcting 
pencil). 

.  Try  to  remember  all  other  million 
and  one  things  that  should  be  done 
before  school  opens! 

mention  the  National  Secretary 


FOR  VICTORY.  MISS  SECRETARY! 

Call  to  the  attention  of  your  superintendent  or  principal 
these  materials  that  can  be  used  in  Victory  Corps  train¬ 
ing.  He  will  be  glad  to  know  about  educational  ma¬ 
terials  that  will  help  break  the  manpower  bottleneck: 

ARMY  OmCE  TRAINING— By  M.  Allison  (2nd  Edition)  Ust  Price,  $1.00 

THE  MECHANICS  OF  NAVY  CORRESPONDENCE  (2nd  Ed.)  Ust  Price,  $  .36 
MILITARY  CORRESPONDENCE,  by  George  Murraine  Cohen  Ust  Price,  S  .36 
MOSf-USED  NAVY  TERMS  (with  Shorthand  outlines),  by  Harry 

W.  Newman  .  .  . . List  Price,  $  .50 

MOST-USED  AVIATION  TERMS  (with  Shorthand  outlines),  by 

Baughman  and  Gregg  .  . Ust  Price,  $  .80 

TYPING  FOR  RADIOMEN  AND  TELEGRAPHERS,  by  Smith  and 

Newman  .  . Ust  Price,  $  .60 

TYPEWRITING  TECHNIQUE.  PART  I— BASIC  SKIU  (60  les¬ 
sons),  by  Harold  H.  Smith  Ust  Price,  S  .60 

MOST-USED  CIVIL  SERVICE  TERMS,  by  Foote  and  Strong  Ust  Price,  S  .60 
WORDS  AND  PHRASES  MOST  FREQUENTLY  USED  IN  THE 

QUARTERMASTER  CORPS  .  Ust  Price,  S  .24 

CODE  TYPING,  by  Bauernieind,  et  al. .  Ust  Price,  S  .72 

Went  lorry  thtt  these  War  Emergency  hooks  cannot  be  sampled  free.  Hostftver, 
the  regnlar  discount  will  apply  on  orders  received  from  teachers  and  schools. 

THE  GREGG  PUBLISHING  COMPANY 

New  York  Chicago  San  Francisco  Boston  Toronto  London 


BRYANT  TEACHERS  BUREAU 

71 1-I3  Witherspoon  Building  PHILADELPHIA  •  7  Walnut  and  Juniper  Sts. 

M.  A.  Bryant  Thoa.  B.  R.  Bryant 

Reliable  Selective  Teacher  Placement  Service  in  Middle  Atlantic  States 

Member  of  National  Association  of  Teachers  Agencies 


TEACHERS  NEEDED— ALL  KINDS 

Splendid  opportunities  with  attractive  salaries  are  presenting 
themselves  1  You  should  take  advantage  of  them.  With  our  ex¬ 
perience  we  can  give  you  expert  guidance  and  help  you  make 
the  most  of  these  opportunities  —  Write  to  us  immediately. 

GREAT  AMERICAN  TEACHERS  AGENCY 
Successor  to  THE  PENN  EDUCATIONAL  BUREAU 
205  North  Seventh  Street  Allentown,  Penna. 

Member  National  Association  of  Teachers'  Agencies 


Eatabliahad 

1880 


63rd  Yaar 


When  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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QUIZ  FOR  THE  MODERN 
SECRETARY 

(Answers  to  questions  on  page  36) 

1.  On  the  envelope  but  not  in  the  letter. 

2.  For  all  ranks,  grades,  or  rates  below 
Commanders  in  the  Navy  and  Second 
Lieutenants  in  the  Army,  the  title 
“Mr."  may  be  used  in  the  salutation. 

3.  Use  double  envelope.  Mark  inside 
envelope  confidential. 

4.  Of  nine  authors  consulted,  all  agreed 
that  the  hyphen  is  not  used  with  the 
possessive  form. 

6.  Of  twenty  authorities  consulted,  only 
one  disagreed. 

6.  Opinions  of  postmasters  of  thirty  of 
our  largest  cities  agree  on  double 
space,  indented  as  easier  for  post 
offices  to  handle.  Several  attributed 


the  block-style  habit  to  the  “lazy” 
stenographer.  If  more  than  four 
lines  in  address,  single  space,  but 
still  indented  form. 

7.  Twelve  authorities  prefer  that  “Miss” 
be  typed  in  parentheses  before  the 
name;  three  would  omit  the  title  ex¬ 
cept  in  the  case  of  names  which  may 
be  either  masculine  or  feminine;  and 
two  accept  either  form. 

8.  Twelve  out  of  fourteen  sources  favor 
the  period  following  a  request  that 
does  not  demand  an  answer,  on  the 
theory  that  technically  this  sentence 
is  imperative  in  form. 

9.  Ribbon  should  be  changed  frequently, 
alternating  two  ribbons  week  after 
week.  Keep  the  idle  ribbon  wrapped 
in  its  original  waxed  or  oiled  paper. 

10.  A  typing  eraser  should  be  tied  by  a 
cord  to  the  frame  of  the  typewriter. 
Much  time  and  many  erasers  will 
thus  be  saved. 


When  dealing  with  our  advertiser!,  please  mention  the  Nation^  Secretary 
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li  you  don't  have  a  copy,  write  ior  this  Buyer's  Guide  today. 


You'll  Find  Buying  Ecisier  with 
Beckley-Cardy's  BUYING  GUIDE 

5000  school  needs,  indexed  ior  easy  reference, 
are  packed  into  this  one  big  catalog.  By  using 
it,  you  save  valuable  tune  for  other  tasks,  yet 
2ure  assiued  the  best  in  school  supplies  and 
equipment.  Look  through  your  copy  of  the 
Buyer's  Guide  today,  check  its  better  values. 


•  SEATING 
•FUROTTUHE 

•  EQUIPMENT 

•  SHADES 

•  BLACKBOARDS 

•  ERASERS 


•  BULLETIN  BOARDS 

•  SUPPLIES 

•  BOOKS 

•  DIPLOMAS 

•  DUPLICATORS 

•  TEACHING  MATERIALS 


Ask  ior  catalog  No.  76S. 


BECKLEY  -  CARDY  COMPANY 


CHICAGO  16 


1632  INDIANA  AVENUE 


Cf  Ofor^  of  ^kan  ki  .  .  .  f%onx 

THE  READER’S  DIGEST 

and 

POPULAR  SCIENCE  MONTHLY 


The  Educational  Department  and  the  Representatives 
of  The  Reader’s  Digest  are  deeply  appreciative  of 
many  courtesies  extended  to  them  by  School  Secre¬ 
taries  throughout  the  Nation. 

Every  person  at  all  concerned  with  education  will  be 
interested  to  learn  the  startling  results  of  the  exten¬ 
sive  nation-wide  tests  conducted  for  THE  READ¬ 
ER’S  DIGEST  by  Dr.  Herbert  A.  Landry,  of  the 
Division  of  Tests  and  Measurements  of  the  New  York 
City  Board  of  Education.  Dr.  Landry’s  tests  proved 
conclusively  that  students  using  THE  READER’S 
DIGEST  and  the  READING  IMPROVEMENT 
GUIDE  as  supplementary  classroom  texts  improved 
105%  more  in  reading  comprehension  and  92.2% 
more  in  vocabulary  than  did  students  who  used 
ordinary  study  methods! 

Upon  request,  we  shall  be  glad  to  send  a  complete 
report  of  these  tests. 

Educational  THE  READER’S  DIGEST 

POPULAR  SCIENCE  MONTHLY 


353  Fourth  Avenue,  New  York  10,  N.  Y. 


GRADUATION  INVITATIONS 

DIPLOMAS  AND  CERTinCATES 
DANCE.  RECEPTION  AND  VISITING  CARDS 
ENGRAVED  STATIONERY  FOR  SCHOOLS  AND  COLLEGES 
Write  for  aamples  and  prices 

].  P.  STEVENS  ENGRAVING  CO..  Atlanta,  Ga. 


MANUAL  TRAINING  INSTRUCTORS  —  ATTENTION  I 

Th«  maximum  and  most  efficient  use  of  your  machines,  and  safety  of  your  students 
rests  on  the  quality  of  the  saws  you  use. 

BURRILLS  PARAMOUNT  Band  Saws  made  from  the  finest  Alloy  Steel  obtainable 
assure  you  of  such  service  and  safety. 

Adopted  by  various  United  States  Government  departments,  and  large  furniture  plants. 
Every  saw  is  carefully  straightened  and  Electrically  Butt  Welded  endless. 

You  can  obtain  these  saws  at  the  following  prices: 

W  —  A"  —  W  —  */i”  wide,  5'  6"  long  $  .90  ea. 

'  6'  6"  long  .95  ea. 

T  6"  long  1.00  ea. 

Other  sizes  at  proportional  prices.  9'  5"  long  1.10  ea. 

BURRILL  SAW  &  TOOL  WORKS,  Box  28,  RJON,  N.  Y. 


when  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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IT  ^ 

SECTIONAL  AND  STATE  CHAIRMEN 

SECTION  1 :  Miss  Madelyn  Ballard,  Foxcroft  Academy,  Dover-Foxcroft,  Maine. 
Rhode  Island — (Chairman  to  be  appointed  by  sectional  chairman). 

Vermont — Miss  Harriette  Wheeler,  Bd.  of  Ed.,  Burlington. 

Massachusetts — Miss  Phoebe  A.  Bell,  Newton  Trade  School,  Newtonville. 
Connecticut — Miss  Mildred  A.  Bristol,  Bd.  of  Ed.,  Southington. 

New  Hampshire — Miss  Betty  St.  Onge,  Bd.  of  Ed.,  Nashua. 

Maine — Miss  Marion  Stone,  Bd.  of  Ed.,  Augusta. 

SECTION  2:  Miss  Helen  Maulick,  Atlantic  City,  New  Jersey. 

New  Jersey — Miss  Marion  Ernst,  Robert  Gordon  School,  Roselle  Park. 

New  York — Miss  Naomi  Church,  Van  Rensselaer  High  School,  Rensselaer. 
Delaware — (Chairman  to  be  appointed  by  sectional  chairman). 

Maryland — Miss  Mary  V.  Greene,  South  Potomac  Junior  High  School,  Hagers¬ 
town. 

Washington,  I).  C. — Miss  M.  Alvina  Carroll,  Bd.  of  Ed.,  Washington,  D.  C. 

SECTION  3:  Miss  Katherine  Mitchell,  Bd.  of  Ed.,  Pittsburg,  Pennsylvania. 
Pennsylvania: 

Eastern  District — (Chairman  to  be  appointed  by  sectional  chairman). 
W’estern  District — Miss  Katherine  Herzog,  Letsche  School,  Pittsburg. 
Virginia — Miss  Frankie  Anderson,  Nathaniel  Bacon  School,  Richmond. 

West  Virginia — (Chairman  to  be  appointed  by  sectional  chairman). 

SECTION  4:  Miss  Sarah  Milner,  Girls’  High  School,  Atlanta,  Georgia. 

North  Carolina — Miss  Ruth  Kiger,  Bd.  of  Ed.,  Winston-Salem. 

South  C’arolina — (Chairman  to  be  appointed  by  sectional  chairman). 

Georgia — Miss  Pat  Patterson,  . . . . . . . . 

Florida — Mrs.  Mary  Lightfoot,  Robert  E.  Lee  Senior  High  School,  Jacksonville. 
Alabama — Miss  Mary  Carroll,  Bd.  of  Ed.,  Dothan. 

Tennessee — (Chairman  to  be  appointed  by  sectional  chairman). 

Kentucky — Mrs.  Gladys  Helsley,  Henderson  Co.  Schools,  Henderson. 

SECTION  .5:  Miss  Mildred  Earner,  Bd.  of  Ed.,  Findlay,  Ohio. 

Ohio — Mrs.  Thelma  Eversole,  Lima  Public  Schools,  Box  899,  Lima. 

Illinois — Miss  Edna  Atkinson,  Oak  Park  &  River  Forest  Township  High  School, 
Oak  Park. 

Iowa — (Chairman  to  be  appointed  by  sectional  chairman). 

SECTION  6:  Miss  Dorothy  Nieman,  River  Rouge  High  School,  River  Rouge,  Michigan. 
Wisconsin — Mrs.  Helen  Hixon,  Hawthorne  Junior  High  School,  Wauwatosa. 
Michigan — Miss  Ora  Stanbery,  467  West  Hancock  Street,  Detroit. 

Minnesota — Miss  Helen  Lund,  5141  First  Ave.  South,  Minneapolis. 

North  Dakota — (Chairman  to  be  appointed  by  sectional  chairman). 

South  Dakota — Miss  Carrie  M.  Voight,  Lead  Public  Schools,  Box  879,  Lead. 

SECTION  7:  Mrs.  Alice  Teegarden,  Stivers  High  School,  Dbyton,  Ohio. 

Missouri — Mrs.  Adeline  Fangman,  702  So.  Kirkwood  Road,  22,  Kirkwood. 

Kansas — Miss  Loree  Broderson,  Royster  Junior  High  School,  Chanute. 

Arkansas — Mrs.  Annie  Lange,  406  North  Pines,  Little  Rock. 

Mississippi — (Chairman  to  be  appointed  by  sectional  chairman). 

Louisiana — (Chairman  to  be  appointed  by  sectional  chairman). 


(Con/inufJ  on  Pant’  4‘>) 
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Drink 


TRADE  MARK 

Delicious  and 
Refreshing 


“How  about  ^ 
a  Coke  date" 


**We*v«  be«n  *goin*  steady*  a 
long  time,  you  and  I.  You  see; 
I’m  a  symbol  of  the  life  and 
sparkle  of  Coca-Cola.  There¬ 
fore,  I  speak  for  Coke.  I  like 
your  company.  I  offer  some¬ 
thing  more  than  a  thirst- 
quenching  drink.  H's  re¬ 
freshing.  Yes  siree...it*s 
got  that  extra  something 
you  won’t  get  this  side  of 
Coca-Cola,  itself.  Let’s  get 
together.  Make  it  a  Coke 


SECTIONAL  AND  STATE  CHAIRMEN 

(Continued  from  Page  47) 


SECTION  8:  Miss  Emma  Hansen,  Bd.  of  Ed.,  Granite  School  Dist.,  Salt  Lake  City, 
Utah. 

.  Utah — Miss  Billie  Cockerill,  Cyprus  High  School,  Magna. 

Colorado — Miss  Verna  Speaker,  Morey  Junior  High  School,  Denver. 

Wyoming — Miss  Grace  Ruegsegger,  Bd.  of  Ed.,  Laramie. 

Montana — Miss  Elizabeth  Connelly,  Public  School  District  No.  2,  Billings. 
Nebraska — Miss  Edith  M.  Cook,  South  High  School,  Omaha. 

Idaho — (Chairman  to  be  appointed  by  sectional  chairman). 

SECTION  9:  Miss  Grace  B.  Holt,  Phoenix  Union  High  School,  Phoenix,  Arizona. 
Texas— (Chairman  to  be  appointed  by  the  sectional  chairman). 

Oklahoma — Miss  Pauline  Eisenhood,  Capitol  Hill  Junior  High  School,  Oklahoma 
City. 

.Vrizona — Miss  Marion  Elliott,  Madison  School,  Phoenix. 

New  Mexico — Mrs.  Alice  Bullock,  Curriculum  Div.,  Dept,  of  Ed.,  Santa  Fe. 

^Et  TION  10:  Miss  Dora  Lord,  3707  Hill  Street,  Huntington  Park,  California. 
California — Mrs.  Clara  Hatch,  Woodrow  Wilson  High  School,  Los  Angeles. 
Washington — Miss  Mary  Frank,  Wenatchee  High  School,  Wenatchee. 

Oregon — Miss  Bernice  Weberg,  Commerce  High  School,  Portland. 

Nevada — Miss  Wanda  Reynolds,  Las  Vegas  High  School,  Las  Vegas. 


NATIONAL  ASSOCIATION  OF  SCHOOL  SECRETARIES 
Application  for  Membership 

Date  . . 

Name:  (Mrs.,  Miss,  or  Mr.) 

Name  of  School . 

City  . 

Position  in  School  System: - - — . . . . 

Name  of  member  turning  in  this  new  application: 

(Not  necessary  unless  you  wish  to  give  it.) 


School 

Address 

State 


(Forward  this  application,  with  one-dollar  for  annual  dues,  to  Belle  Kuehny,  Wood- 
row  Wilson  High  School,  2839  North  Eastern  Avenue,  Los  Angeles,  California.) 


Miss  Ewss  G.  Csstnsr 

Wsshtngton  Public  ichool 
Vsshington  Nsv’  Jersey 


You  are  an  American. 

You  have  joined  the  ranks 
\  of  bond  buyers.  . 

You  are  a  secretary. 

Have  you  joined  OUR  ranks? 


Mail  application  for  membership  today  to 
Belle  Kuehny 

Woodrow  Wilson  High  School 
2839  North  Eastern  Avenue 
Los  Angeles,  California 


. 

A 


ii 

•\‘ 


